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BOOK-KEEPING.

INTRODUCTION. _

Book-keeriNG is a mercantile term, used to denote
the method of keeping accounts of all kinds, in such a
manner that a person may at any time know the true
state of his affairs.

Every person, engaged in business for himself, should
keep a ‘book of some kind in which to record all his
business transactions. The day-laborer, the farmer,
and the mechanic, should keep an account with every
person with whom they deal. No one should trust trans-
actions of a pecuniary nature to his memory alone.

The merchant, who is incompetent to keep a full and
accurate record of his business transactions, or neglects
to do it, must abandon all claims to the confidence
which he might desire others to repose in him; all hope
of success in the accumulation of property; and forego
all peace of mind, which he might otherwise enjoy in
the prosecution of his business.

How would economy and real enterprise be pro-
moted—how much disaffection and contention among
neighbors, and how many vexatious lawsuits would be
avoided, if every one would keep a true account with
every person with whom he transacts business!

Book-keeping should be more extensively taught in
our schools. Among the many books already published




BOOK-KEEPING.
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on this subject, none are well adapted to, and very few,
if any, are intended for, the use of common schools.
Hence, this important study is almost entirely neglected
by those who attend such schools only, and pursued by
but few who attend those of a higher grade.

Many, indeed, think that the study of Book-keeping
is useless, unless pursued in the counting-room, or in
connection with the actual business of buying and sell-
ing. This is a great mistake. Book-keeping is one of
the most important branches of study that can be pur-
sued by those of switable age and attainments in our
schools of every grade. It is a highly important branch
of female education, and should be ranked next in the
course of study, and next in importance, to reading,
writing, and arithmetic. As well might a person post-
pone the study of arithmetic, until he has occasion to
cast the interest on a note, or to use a knowledge of
figures for any other purpose, as to defer the study of
Book-keeping till he has the cares of actual business
on his mind. In fact, while the pupil is pursuing this
study, he is applying the principles of arithmetic in a
most pragtical manner. He is gaining discipline of
mind—as much, at least, as by any other study. He
is learning to spell the names of a great many articles
in commerce, which would not otherwise come under
his notice. He is, or may be, improving his style of
penmanship, especially when, as in this work, all the
items, which he is required to copy, are printed in a
beautiful seript type. By taking such a view of the
subject, we are led unhesitatingly to assert, that the
schoolroom is the place to study Book-keeping; and
with a suitable teacher and text-book, a thorough know-
ledge of it can be obtained there.

Such a text-book the Authors confidently believe they
now submit to the public.




BOOK-KEEPING.

The work is divided into three parts. Part First em-
braces three forms, or methods, of keeping accounts,
adapted to the use of particular classes of individuals,

and suited to the different capacities of students.

"| After each form is a practical exercise, designed to
test the learner’s knowledge of the form he has just
passed through, and which cannot fail to give as thor-
ough and practical a knowledge of Book-keeping as
could possibly be obtained in a counting-room.

The following are some of the advantages of the “ Mer-
chants’ Form” over that generally used by them, where
the Journal is a mere copy of the Day-Book or Blotter,
and where each entry, or all those on the same page of
the Journal, are separately posted :

It saves more than one-third of the writing in jour-
nalizing. It saves at least three-fourths the labor in
posting. It requires but twelve lines in the Ledger to
post a year’s business, while in the ordinary way as many
pages may be necessary. In settling with a person at
the end of a year, you have only to refer back to twelve
places in the Journal to show him all the items of his
account, whereas in the ordinary manner of keeping
books you might have to refer to five hundred.

Other advantages might be named, but these are
deemed sufficient fo mention here.

Part Second contains a clear and comprehensive ex-
position of the principles of Double Entry, exemplified
in two sets of books, the second of which is peculiarly
adapted to a retail business; and as double entry is the
only method that can be relied on for accuracy, it is
confidently believed that this form of books, when
known, will be generally adopted by that class of mer-
chants for whom it is designed.

The Third Part was prepared by a member of the
bar, and the authorities consulted, and from which the

7




BOOK-KEEPING.

rules here laid down were collected (in addition to the
reports of our Supreme Courts), are Story’s, Chitty’s,
and Byle’s elaborate and scientific treatises upon bills
and notes.

This part consists of rules of evidence and general
rules of law, in relation to bills of exchange, promissory

and chattel notes, checks, books of account, &ec., to-
| gether with a large number of forms useful to all classes
of business men ; such as bonds, deeds, mortgages, bills
of sale, powers of attorney, bills of exchange, notes,
receipts, &c., &c.

The necessity of a work of this kind to persons hav-
ing any thing to do with notes or bills, is manifest.

Thousands of dollars have.been lost and squandered
in litigation, simply from an ignorance of the meaning
and effect of a single word contained in a promissory
note; and thousands, too, have been wasted through
ignorance, on the part of business men, of some of the
plainest rights and duties of the parties to such a note.

A knowledge of a tenth part of the law in reference
to notes and bills would have saved many a man from
bankruptcy and poverty.

The obligations of the different parties to a note or
a bill are here clearly explained, so that a person with
this book can easily ascertain his rights and duties, as
drawer, accepter, indorser, indorsee, payee, &ec., of a
bill of exchange or a promissory note.

The rules in reference to chattel notes and books of
account will also be very useful to the business man,
especially the farmer and mechanic.

With these explanatory remarks the authors cast this
work into that mighty stream issuing from the press,
believing that it is not so trashy as to float with its froth,
nor so incomprehensibly profound as to sink in its mire.

RocnEster, January, 1851.




T0 THE PUPIL.

As you begin this study, let it be your fixed determina-
tion to excel. A good.knowledge of the principles of
Book-keeping, and skill to apply them in real business,
will be the most effectual means which you can employ
to gain a ready passport to respectable and lucrative
situations. Such acquirements, with diligence, perseve- )
rance, fidelity, and an uncompromising integrity, will
be your most valuable capital.

1. Be careful to spell all your words correctly ; mis-
takes here will awaken suspicions that you are careless
in other respects.

2. Cultivate a legible and elegant style of penmanship.
This work is prepared with special reference to this, as
every thing which you are required to copy furnishes
a specimen for your imitation in the art of penmanship.

8. Make yourself familiar with the most concise, per-
spicuous, and business-like forms of expression in record-
ing all your transactions.

4. Do every thing with the same attention to ac-
curacy, neitness, and order, as would be important in
actual business. It is only in this way, that you will
be sure to >rm correct business habits.

a8 [ ]



BOOK-KEEPING.

5. When you enter upon business, see that your
books are kept up promptly with all the transactions of
the establishment, and that they contain, in sufficient

detail, a plain and truthful record of all your pecuniary
affairs.

COMMERCIAL ABBREVIATIONS.

The following is a list of the abbreviations used in this work,
and those commonly used’in Book-keeping :

“Bought.

Cash Book.

...Company.

Commission,
...Creditor.

.Commission Sales Book.
.Cents.

...Hundred Weight.

Dft. voeucnene Draft.

Disct. ....... Discount. e eeeeeneetseaes Receivable.
Do. or Ditto The same. Rend. ....covenvnennnne Rendered.
Doz. ......... Dozen. - .
Dr. ..........Debtor.

Da. ..........Days.

E. E. .......Errors Excepted.
Exch. ....... Exchange.




PART FIRST.

FORM FOR FARMERS.

Tms Form requires but one book, in which two pages op-
posite each other are appropriated for each individual account.
The name of -the person should be written in a bold hand at
the top of the page, and the letters Dr. at the right of the
name on the left-hand page, and Cr. at the right of the name
on the right-hand page. Each page should be divided by
perpendicular lines into five spaces, the first for the month,
the second for the day of the month, the third for the items,
the fourth and fifth for dollars and cents. Whenever you
trust the person with any thing, the date, name, and value of
the thing should be placed on the left-hand or debit page;
and whenever he pays or trusts you with any thing, the date,
name, and value in dollars and cents should be placed on the
right-hand or credit page of his account.

For example, if, on the first day of January, 1848, you sell
I. H. Jameson five bushels of wheat at one dollar and twenty-
five cents a bushel, and on the fifteenth day of February fol-
lowing he pays you four dollars; on the fourth day of March
you sell him twelve pounds of butter at fifteen cents per
pound, eighteen pounds of cheese at eight cents per pound,
and ten bushels of oats at thirty-one cents per bushel; and
on the first day of May he pays you cash five dollars,—the
entries would be as follows :

11
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All the accounts should be kept in the above manner, and
on the first day of January, or of some other month, in each
year, should be settled, and the book balanced.

In settling with a person, if he pays you in cash, or nges
you his note to balance his account, give him credit accord-
ingly. If you pay him cash, or give him your note to balance,
charge him accordingly. If the account is not balanced by
cash paid, or note given, it should be done by giving the
person credit, or charging him with enough to balance it.
For instance, if you find that he is owing you, give him credit
for the amount ““By Balance,” and charge the same to him
in the new account. If, on the other hand, you find that you
are owing him, make him debit for the amount «“To Balance,”
and credit him with the same in the new account.

“The first account on the following pages is with a merchant,
and is explained on the same pages.

The second is an account with a dealer in boots and shoes, |
and kept in the same manner as the one with the merchant.
You find, on settlement, that he owes you four dollars and
twelve cents. You then give him credit “By Balance” for
that amount; and after adding up the columns, and drawing
the lines as before directed, you make him debtor “To Bal-
ance” in a new account opened on the same page.

The third is an account with a day-laborer. On settlement,
you find that you owe him thirteen dollars and fifty-two cents,
which you pay in cash, and balance the account accordingly.

The fourth is an account with a harness-maker. On settle-
ment, you find that you owe him seventeen dollars and ten

12
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cents, for which you give him your note payable in six months,
and balance the account accordingly.

The fifth is an account with a hired man. On settlement,
you find that you owe him forty dollars and sixty-nine cents, of
which you pay in cash fifteen dollars and sixty-nine cents, and
give your note for twenty-five dollars, due in three months,
and balance the account accordingly.

The sixth is an account with a blacksmith., On settlement,
you find that you owe him five dollars fifty-four cents, which
you pay in cash, and balance the account accordingly.

The seventh is an account with a merchant tailor. On set-
tlement, you find that you owe him four dollars and seventy-
eight cents, which you pay in cash, and balance the account
accordingly. .

The eighth is an account with a corn-field, containing five
acres. It is made debtor for every expense incurred, such
as manuring, plowing, harrowing, cultivating, planting, seed,
hoeing, harvesting, threshing, marketing, and interest on the
value of the land, and is credited for what the crop produces.
The difference between the Dr. and Cr. sides of the account
shows, of course, the gain or loss on the crop. The balance of
this account shows a profit of forty-seven dollars fifty cents on
five acres of corn.

The ninth is an account with Pork, and is made Dr. for every
expense incurred, from the purchase of the hogs to the market-
ing, and is credited for what the pork produces. . The balance
of this account shows a profit of thirteen dollars thirty-four
cents in fattening five hogs.

18




BOOK-KEEPING.

The tenth is an account with a wheatfield, containing ten
acres. It is made Dr. for every expense incurred, from break-
ing up the ground to marketing, and Cr. for what it produced.
The balance of this account shows a profit of seventy dollars
twenty-two cents on ten acres of wheat.

The eleventh is an account with a potato-field, containing
one acre. It is made Dr. for every expense incurred, from pre-
paring the ground to marketing, and Cr. for what the crop
produced. The balance of this account shows a profit of
eighty-eight dollars fifty cents on one acre of potatoes. '

The Farmer may keep an account with Cash on the same

plan as the accounts on the preceding pages, by heading the
account Cash, and making it Dr. To the person of whom, or
thing for which it was received; and Cr. By the person to
whom, or thing for which it was paid. If he has the curiosity
to know exactly what he is making or losing by raising any
particular crop, he may open an account with the field in
which it is to be raised, making the field Dr. for the labor of
plowing, dragging, sowing, harvesting, threshing, marketing,
&c., and Cr. for what it produces; the difference will show his
gain or loss.

In like manner, he may open an account with his farm,
making it Dr. for all he puts on, such as horses, cattle, sheep,
hogs, fowls, farming utensils, seed, labor, &c., and Cr. for all
it produces, or that is taken off; the difference will show the
gain or loss in carrying on his farm.

As soon as an account is opened in this form, the name and
page on which it may be found should be entered in the index,
so that it may more readily be referred to.

After becoming familiar with the foregoing instructions, the
learner may next proceed to copy the accounts on the following
pages into his blank book, leaving the balancing entries until he
has added the debtor and credit columns, and subtracted the
least from the greatest. Then, if he is right, he may make the
balancing entries, and close the accounts. Always use a ruler
in drawing the balancing lines, and exercise some taste in doing
it neatly.

4




INDEX TO FARMER’S FORM.
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The foregoing account is with a merchant. On the left-
hand page he is debited with every thing you have let him
have, and on the right-hand page he is credited for every
thing you have purchased of him. On the 31st day of De-
cember, 1848, you wish to settle this account, which is done
in the following manner. ‘

In the first place you add the sums in the money columns
of the debit side of the account, and find they amount to
forty-six dollars and fifty-nine cents, which is the sum total of
all that you have let him have. You next add the sums in
the money columns of the credit side, and find they- amount
to seventy-eight dollars and eighty-three cents, which is the
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value of all the articles you have purchased of him. You then
subtract the forty-six dollars and fifty-nine cents, the amount
you have let him have, from the seventy-eight dollars and
eighty-three cents, the amount purchased of him, and find
the difference to be thirty-two dollars and twenty-four cents,
which is the amount you owe him. You then pay him this
amount, and enter it on the debit side of his account, “To
Cash to Balance.” The debit and credit sides will now foot
alike. You next draw single lines opposite each other under
these columns, and after adding and placing the amount under
them, you draw double lines to signify that the two sides are
balanced and closed.
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BOOK-KEEPING.

PRACTICAL EXERCISES.
FARMER'S FORM.

On the following pages will be found a Memorandum of the
business transactions for the year 1850, which the learner may
arrange in his blank book in the same manner as the accounts
on the preceding pages. The names are not given, but the
occupation, as merchant, blacksmith, shoemaker, tailor, &c.
The learner may substitute for these the names of persons with
whom he is acquainted, following these occupations. The price
per yard, ounce, pound, ton, day, month, pair, piece, &c., is
given, leaving the amount to be extended by the learner. He
may also substitute the abbreviations, wherever they can be, in
place of the whole word.

The accounts to be opened in this set are with a merchant,
shoemaker, blacksmith, tailor, harmess-maker, hired man,
neighbor, cornfield, and wheatfield; and if the transactions
are properly disposed of, the balances will show that I am in-
debted as follows :—To the shoemaker, $8.20; the hired man,
$82.31; the harness-maker, $19.00; the blacksmith, $9.00;
the merchant, $5.25. The tailor owes me $11.09; my neigh-
bor owes me $1.25. Profit on 10 acres of corn, $79.83; do.
on 15 acres of wheat, $185.08.

In addition to the above, the learner may open accounts with
different fields of grain and other crops; and if he is a farmer,
let him get the facts of actual experiments as near as possible,
and see what branch of husbandry is the most profitable.

MEMORANDUM FOR 1850.

JANUARY
5th. Sold the tailor 2 cords of wood, at $2.124. Bought of the
shoemaker 2 pair of stoga boots, at $2.50. 14tk. Bought of the
tailor 1 pair of pantaloons for my hired man, at $6.00. 15th.
Sold the shoemaker 3 cords of maple wood, at $2.00, and bought
of him 1 pair of woman’s boots, at $1.50. 19th. The tailor has
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BOOK-KEEPING.

cut a pair of pantaloons for me, at 25¢., and a coat at 50c.  28tk,
Sold the harness-maker 1 ton of hay at $8.00, and bought of
him 1 single harness at $20.00.

FEBRUARY

9th. Drew wood for my neighbor to-day with my team, at
$1.50. 16tk. Bought of the shoemaker 2 pair of children’s shoes,
at 15c¢., and had a pair mended, at 25¢c. 20th, Paid my hired
man, cask, $5.00. 23d. Sold the shoemaker half a ton of hay, at
$7.00, and half a bushel of beans, at $1.00. 25th. My hired
man has lost 2 days time, at 50c. 28th. The tailor has made
a vest for me, at $1.50.

MARCH

9th. Worked for the blacksmith 1} days with my team, at
$1.50. 16th. The blacksmith mended my hay-knife, at 25c.
Bought of the merchant 30 yards of Brown Factory, at 10c.,
and half a dozen spools of white thread, at 62c. 23d. Bought
1 1. Young Hyson tea at '15c¢., and sold him 13 tons of hay, at
$8.00. 25th. Sold the harness-maker 25 bundles of rye straw,
at 4c., and ke has repaired my harness, at $4.00,

APRIL .

6th. Sold the blacksmith 9 pounds of butter, at 14ec.
15th. My neighbor has plowed for me 1 day with his team, at
$1.50. The blacksmith has ironed my whippletrees, at $1.25,
and sharpened my colter, at 12¢. 18th. Sold the blacksmith 5
bushels of potatoes, at 50c. 23d. The shoemaker has tapped
my boots, at 50c.

MAY

1st. Bought of the blacksmith 1 large clevice, at $1.13, and
plowed the shoemaker’s garden, at $1.00. 4th. Finished plow-
ing cornfield to-day,'l days, with team, at $2.00. 5th. Planted
corn 1 day for my neighbor, at 15¢. '1th. Sold the tailor 4
bushels of potatoes, at 31c.,and 5 1bs. of butter, at 124¢. Labored
2 days harrowing cornfield, at $2.00, and 2 days furrowing
cornfield, at $1.50. 8th. Planted in cornfield 2 bushels of seed
corn, at 1, and finished planting cornfield, eight days, at
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$1.00. 14th. My neighbor let me have 25 bushels of potaloes,
at 30c. 15th. Bought of the merchant three yards of black
cassimere, at $1.50, 25 pounds of sugar, at 9c., one pound of
Young Hyson tea, at 15¢. ; and sold him 15 pounds of butter,
at 121¢., and nine dozen of eggs, at 10c. 81st. Bought of the
harness-maker one saddle, at $14.00, and paid_him cask $10.00.

JUNE

1st. Bought of the shoemaker 2 pair of Morocco buskins, at
$1.25. 6th. My neighbor has koed corn for me,3 days, at 5¢.
8th. Cultivated cornfield eight days, with horse, at $1.50, and
Sfinished hoeing cornfield, twelve days, at $1.00. 9th. Black-
smith has repaired my wagon, at $3.25, and shod two horses, at
$1.00. 15th. Bought of the shoemaker 1 pair of gaiter boots,
at $2.25. 21st. Sold the blacksmith 12 pounds of butler, at
121c. 22d. Finished plowing wheatfield, fifteen acres, ten
days, at $2.00. 25th. Sold the merchant 15 bushels of oats, at
80c., and gave my hired man an order on him for goods, $18.50.
26th. Finished harrowing wheatfield, three days, at $2.00.

JULY )
1st, Sold the merchant 8 pounds of butter, at 121c., and
bought of him 1 pound of Young Hyson tea, at 15c., 2 gallons of
molasses, at 44c., and ten yards of calico,at 12%c. 2d. Bought
of the shoemaker one pair of fine boots, for my hired man, at
$4.50. 4th. Paid my hired man cash, on account, $10.00.
5th. Finished plowing cornfield, five days, at $1.50. 15th.
Bought of the blacksmith one hay-rake, at $8, and he has mended
my pitchfork, at 18c.  24th. Drew hay, with team for my
neighbor, one day, at $1.50. 25th. Sold the blacksmith kalf a
ton of hay, at $5.00. 31st. Sold the blacksmith one ton of
hay, at $6.00.

AUGUST
8d. The blacksmith has set my wagon tire, at $1.25, and
made a linchpin, at 13c.  Sold the merchant two tons of hay, at
$6.00. 24tk. Paid the shoemaker cash, on account, $5.00, and
sold him a calf-skin weighing 104 pounds, at 10c.
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SEPTEMBER

2d. Bought of the blacksmith one pair of small clevice, at $1.25,
ard he has set one shoe, at 12¢. 4th. Bought of the merchant
15 pounds of nails, at 6c., and sold kim four bushels of apples,
at 25c¢., and five pounds of butter, at 14c. 5tk. Sold my neigh-
bor eight bushels of seed wheat, at $1.25. 14th. Finished cut-
ting up corn in cornfield, nine days, at $1.00. Labored with
team on wheatfield, cultivating, ten days, at $2.00. Sowed 26
bushels of seecd wheat, at 81.25. Labor, furrowing, and ditch-
ing, $5.00. Two days’ labor, sowing, at $1.00. 18tk. Sold
the blacksmith one cord of wood, at $2.00.

OCTOBER

5th. Sold the merchant 12 bushels of corn, at 50c., and bought
of him a Wll of goods amounting to $15.94. The blacksmith
has ironed a lumber wagon for me, at $22.00, and made a neck
yoke, at $1.25. My neighbor has threshed for me two days, at
15¢. Pastured the shoemaker’s cow siz weeks, at 25c., and
bought of him two pair of boys’ boots, at $2.00. 12th. Sold my
hired man 23 yards of gray cloth, at 15¢c. 17th. Threshed for
my neighbor two days, at'15¢c. 18th. Sold the tailor 36 pounds
of pork, at 8c. 19th. The tailor has made a pair of pantaloons
for my hired man, at $1.00.

NOVEMBER

- 2d. Measured out of the products of my cornfield, for home
use, 14 bushels of ears of soft corn, at 13c. ; 315 bushels of ears
of sound corn, at 25c¢. ; cornstalks, $25.00 ; pumpkins, at $5.00.
8th. Sold the blacksmith two bushels of turnips, at 25¢. 9th,
Labored in cornfield, husking, forty days, at $1.00 ; five doys
with team, drawing in, at $2.00. 13th. Bought of the merchant
1 umbrella, at $1.50, 5 pounds of coffee, at 14c., and 10 pounds
of cotton batting, at 10¢. ; and sold him 15 buskels of potatoes,
at 25c., and 20 bushels ears of corn, from cornfield, at 25c.
15¢th. Bought of neighbor one barrel of salt, at $1.25. 22d.
The blacksmith has shod jfor me one pair of horses, at $2.00.
Sold the tailor half a ton of hay, at $8.00. 25tk. Sold the
blacksmith 12 bushels of ears of corn, from cornfield, at 25c.
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29th. Sold the tailor three bushels of wheat, at $1.25. Paid
my hired man, cash, $8.00. Bought of the shoemaker one pair
of fine boots, at $4.50.

DECEMBER

2d. Sold the blacksmith five barrels of cider, at $1.25. 5th.
Bought of blacksmith 28 pounds of gate hinges, at 12c. 'Tth.
Sold the shoemaker ome cord of wood, ot $2.25. 11tk. Sold
the tailor 6 yards of gray cloth, at 56c¢., and 14 pounds of lard,
at Te. 14th. Labored threshing corn, from cornfield, seven
days, at $1.00. 16th. Received cash for one hundred bushels
of corn, at 50c. 18th. Bought of the merchant 2% yards of
cassimere, for my hired man, at $1.25, and 8 pounds of crushed
sugar for myself, at 13c. Sold him two cords of body maple
wood, at $2.50. The blacksmith has sharpened and set 6 shoes
on my horses, at 121c. The tailor has cut for me 2 pair of
pantaloons, at 25c., and one vest, at 25¢c. Bought of the shoe-
maker one pair of stoga boots, for my hired man, at $2.50. Sold
the blacksmith 4 cords of wood, at $2.25, and 8 bushels of oats,
at 3lc. 25th. Bought of the merchant 2 gallons of molasses, at
44c., 5 pounds of raisins, at 13c., and 5 pounds of rice, at 6c.
80th. Received cash for 80 bushels of corn, at 56¢c. 8lst. Re-
ceived cash for 52 buskels of corn, at 56¢c. Marketing 232 bush-
els of corn, at 3c. My hired man has worked for me 8 months
at $13.00, and 4 months at $10.00. Int. on cornfield land, 10
acres, at $50.00 per acre, at "1 per cent.

To close the account with wheatfield, it will be necessary to
trespass a little on the year 1851,

August 13th, Harvesting 15 acres, at $1.25. 24tk. Draw-
ing it into the barn, $10.00. October 19th. Threshing 346
bushels of wheat, at Te. Reserved 46 bushels for home use, at
$1.00. 26th. Sold, for cash, 85 bushels of wheat, at $1.25.
November 15th. Sold, for cask, 100 bushels of wheat, at $1,18.
18th. Svld, for cash, 80 bushels of wkeat, at $1.06. 22d. Sold,
for cash, 35 bushels of wheat, at $1.00, Marketing 300 bushsls
of wheat, at 3c. Interest on 15 acres of land, at $50.00 per
acre, at T per cent.
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FORM FOR MECHANICS.

TaE books, necessary in this form are .the Day-"io0k and
Ledger. A Cash-book may be kept or not, at the option of
the Book-keeper.

The Dar-Book is a book in which all business transactions
should be recorded at the time and in the order in which they
occur. It is divided by perpendicular lines into seven spaces.
The month occupies the first space ; the day of the month, the
second ; the name of the person and the transaction, the third ;
the value of the items, in dollars and cents, the fourth and
fifth ; and their sum total, the sixth and seventh.

If, for example, on the first day of January, 1848, you sell
Benjamin Hamilton the following articles :—One brass plated
single harness for thirty dollars, one pair of halters for one
dollar and seventy-five cents, and one riding bridle for one
dollar and fifty cents—your Day-book entry would be as fol-
lows: .

.,%;om, Ja/rma% 74, 71848

Fan. @a’y’a/mm. Gronitoon/ <3
To 1 Frats F F Hamets| 30| 00
v o R Fktns 775
//i%%‘:{éw 7|60 33|25
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If you had purchased the same articles of Hamilton, all the
difference in the entries would have been this: after the name
on the first line, in the place of Dr. you should have written
Cr.; and on the next line, in the place of 7% you should have
written By.

Whenever it is necessary to repeat the date, or the word
To or By, it may be done by placing two dots (thus, /) under
the date or word to be repeated. One line should be left be-
tween every two entries.

The LepGer is a book to which each person’s account is
transferred from the Day-book, and arranged on a page by it-
self. The name of such person should be written in a bold
hand at the top of the page, with Dr. on the left and Cr. on
the right.

Each page of the Ledger should be divided, by a double

perpendicular line, into two equal parts; the one for the
debtor, and the other for the creditor side of the account.
Each of these parts should also be divided by perpendicular
lines into six spaces; the first space for the month, the second
for the day of the month, the third for the items, the fourth
for the page of the Day-book on which the original entries
were made, and the fifth and sixth for dollars and cents.

The first account to be opened in the Ledger is that of the
person whose name stands first in the Day-book. As soon as
it is opened it should be entered in the Alphabet.

The AvrpmaBET, or INDEX, is a small book in which are
arranged, in alphabetical order, the names of all persons
having accounts in the Ledger, together with the pages on
which such accounts are entered.

Posring Boogs in this form, is collecting and transferring
each person’s account from the Day-book to its appropriate
page in the Ledger. The entries recorded in the Day-book
should be posted in the order in which they occur; that is,

the first entry should be the first posted, agd the second entry |

next, and so on until they are all posted.
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‘Whenever there is more than one article charged or cred-
ited to an individual on the same page of the Day-book, the
several sums should be added, and the amount entered in the
Ledger, 7o, or By Sundries; but when there is but one
article so charged, or credited, it may be specified in the
Ledger.

On the first page of the Day-book you will find the name
of Isaac H. Jameson, the first recorded. He is there, on the
first day of January, 1848, made debtor for one set of double
harness at twenty-six dollars, and one pair of halters at one
dollar und seventy-five cents, the sum total is twenty-seven
dollars seventy-five cents—on the second page, 13th day of
January, for one halter strap at thirty-one cents, and mending
tug thirteen cents, sum total forty-four cents—on the fourth
page, 81st day of January, for repairing harness one dollar,
one pair of tugs three dollars, one pair of tugs two dollars,
sum total six dollars—on the sixth page, 28th day of January,
for “footing fine boots three dollars fifty cents, one pair of
gaiters for wife two dollars, sum total five dollars fifty cents
—on’ the eighth page, 10th day of March, for seventeen
pounds of gate hinges, at thirteen cents per pound, two dol-
lars twenty-one cents, shoeing horse one dollar, sum total
three dollars twenty-one cents—on the ninth page, 27th day
of March, for repairing threshing-machine four dollars sev-
enty-five cents; and on the tenth page, 31st day of March,
he is made credit for the amount of his account, thirteen
dollars seventy-five cents, and his note to balance the account,
thirty-three dollars and ninety cents; and should be posted as
on the following page.

On that page, also, the same account is posted by figures,
the small figures indicating the Day-Book page, and the large
ones the amount of the entry transferred. When the line is
filled, these sums are added, and the sum total extended into the
money columns. This method of posting is adopted by some,
because it occupies 8o much less space in the Ledger than the
former. The learner, if he chooses, may practice both.
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BOOK-KEEPING.

PRACTICAL EXERCISES.

The form on the preceding pages, although it is designated
as the “Mechanic’s Form,” is, nevertheless, well adapted to the
use of professional men and merchants ; and from the fact that
a majority of merchants, in the small villages throughout the
country, keep their books after this form, we have thought best
to give a Memorandum of the business transactions of a mer-
chant for three months, requiring the pupil to record them in
the Day-Book, post to the Ledger, and balance the accounts as
in the preceding. The price per ounce, pound, gallon, yard, or
piece, is given, leaving the amount to be extended by the
learner ; and if the above-described operation is correctly per-
formed, it will be found, on balancing the books, that the fol-
lowing persons are indebted to you for the sums opposite each
name ¢—Hiram Mann, $39.42; Milton Seely, $42.71; Albert
J. Hovey, $7.17; Charles R. Hecox, $4.49; William F. Ash-|
ley, $9.15; Ephraim B. Price, $6.43; Peter Brant, $17.63;
William Walling, $7.52 ; Merrit Thornton, $23.03; John Mes-
senger, $1.71; Alpheus Clark, $8.81 ; Samuel Weaver, $28.66 ;
John Hancock, $12.63; Samuel Moore,$17.21; Nathan Brit-
tan, $5.36 ; and you are indebted to Myron Holmes $2.32.

For manner of keeping Cash-Book, see page 146-148.

MEMORANDUM. -

JANUARY

1st. Sold Hiram Mann 2} yds. broadcloth, at $3.00, 1} yd.
silk serge, at $1.50, 1 doz. large buttons, at '15¢., and % doz. small
do., at 25¢c. 2d. Sold Myron Holmes 10 yds. silk, at $1.50,
and 5 skeins silk, at 4c.; Milton Seely, 1 cap for boy, at
$1.25, and 1 pair small coarse boots, at $1.50 ; Albert J. Ho-
vey, 10 Ibs. sugar, at 10c., and 1 {b. tea, at $1.00. 3d. Sold
Charles R. Hecor 5 yds. calico, at 10c., 5 bs. coffee, at 14c.,
and 1 Ib. tea, at $1.00 ; William F. Ashkley, 15 lbs. sugar, at
10c., 1 oz. nutmegs, at 12¢c., and 1 oz. cloves, at 18¢c. 4th.
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BOOK-KEEPING.

Sold Ephraim B. Price 1 bbl. salt, at $1.25, 1 bbl. water lime,
at $2.25, 50 lbs. coarse salt, at 13c., and 20 Ibs. mackerel, at
8c.; Peter Brant, 10 yds. muslin de laine, at 50c., 15 yds.
Jactory, at 10c., and 5 spools thread, at 5¢c. ; William Walling,
20 bs. sugar, at 10c., 10 Ibs. coffee, at 10c., and 1 Ib. tea, at
81.00. Tth. Sold Merrit Thornton 8 yds. gray cloth, at $1.00,
8 yds. factory, at 8c., and butions, 6c¢. ,. Hiram Mann, 8 lbs,
sugar, at 9c., and 5 1bs. coffee, at 14c. 9th. Sold John Mes-
senger cloth and trimmings for overcoat, at $9.00, 6 yds. cassi-
mer, at $2.00 ; and he has paid me cash, on account, $20.00.
10th. Sold Albert J. Hovey 10 yds. calico, at 121c., and 1
spool thread, at bec. ; Alpheus Clark, 1 yd. silk, at $1.25, 1 cord
and tassel, at $1.00, and 3 skeins silk, at 4c. 11th. Sold Mil-
ton Seely 1 ps. factory, 30 yds., at 10c. 12th. Sold John Mes-
senger 50 lbs. sugar, at 10c., and 1 ps. factory, 40 yds., at 8¢c.;
and bought of him 1 firkin butter, at $10.00. 14th. Sold Mer-
rit Thornton cloth and trtmmings for pants, at $6.00. 15th.
Sold William Walling 8 yds. S. G. cloth, at 56¢c. 16th. Sold
Peter Brant 1 1b. tea, at $1.00, and 10 Ibs. sugar, at 10c. 17th.
Sold William F. Ashley 9 yds. bed ticking, at 12}c., and 3
spools, at 5¢. 18th. Sold Charles R. Hecox 9 yds. factory, at
9¢., 9 yds. ticking, at 123c., and 2 spools, at 5¢c. 19th. Sold
Samuel Weaver 4 yds. light green broadcloth, at $2.50, 3} yds.
worsted goods, at '75¢., and buttons, 50c. ; and bought of him
20 Ibs. buiter, at 15c¢.,and 10 doz. eggs, at 10c.  Sold Ephraim
B. Price, per wife, 9 yds. muslin de laine, at 25¢. 21st, Sold
Albert J. Hovey, 1 pair kid gloves, at $1.00 ; Myron Holmes,
1 pair kid gloves, at $1.00. 22d. Jokn Messenger has paid
me cash, on account, $5.00. 23d. Sold Hiram Mann 8 yds.
calico, at 12%c., and 1 spool, at 5¢. Peter Brant has paid me
cash, on account, $10.00. Sold Jokn Hancock 1 b. tea, at
$1.00, 5 ibs. coffee, at 123c., and 10 lbs. sugar, at 10c. 25th.
Sold Milton Seely 3 yds. cassimer, at $2.00, 3 yds. factory, at
8c., and buttons, 6c. 26th. Sold Samuel Moorey per Emo-
gene, 1 pair kid gloves, at $1.00, and 1 pair cotion, at 19c.;
William Walling, 10 yds. calico, at 14c., 15 yds. factory, at
10c. ; and bought of him 10 cords maple wood, at $2.00. 29¢tk.
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Sold Peter Brant 15 lbs. sugar, at 10c., and 5 Ibs. coffee, at
14c. 30th. Sold Samuel Moore cloth and trimmings for coat, at
$9.80, 1 pair suspenders, at 50c., and 1 pair gloves, at 31c.; and
he has paid me cash, on account, $25.00. Sold Myron Holmes
1 pair buckskin gloves, at $1.00, 1 pair black kid do., at $1.00,
cloth and trimmings for dress coat, $15.00, 50 Ibs. sugar, at
10c., 20 2bs. coffee,-at 15¢., 5 lbs. tea, at 50c. ; and ke has paid
me cash, on account, $25.00. Bought of him 10 super plows,
at $5.00. 31st, Sold Nathan Brittan 1 pair cotton hose, at
25¢., 1 pair worsted gloves, at 50c., and 1 doz. skeins worsted,
at 13c.

FEBRUARY

1st. Sold William F. Ashley 1 silk pocket handkerchief, at
50c., and 1 cravat, at $1.50. 4th. Sold Epkraim B. Price 14
yds. shirting, at 12¢c., 2 yds. linen, at 75c., 4 yds. calico, at 6¢.,
and 1 doz. spools thread, 63c. 5th. Sold Samuel Moore 2
rolls white paper, at 8lc., and 8 brooms, at 18¢c. 6th. Sold
Milton Seely 1 satin vest pattern, $3.25, 1 yd. cambric, 10c.,
1 white do., 13c., and % doz. buttons, at 12¢. ; Samuel Weaver,
18 yds. shirting, at 13c., 2% yds. Irish linen, at 88c., and 8
spools thread, at 5¢. Tth. Sold Alpheus Clark 10 yds. sheet-
ing, at 10c. ; William Walling, 12 yds. calico, at 8c., and 5
lbs. batting, at 12}c. 8th. Sold Ephraim B. Price vest and
trimmings, at $2.25, 1 yd. linen, '15¢. ; and bought of kim bill of
groceries, $15.42. 9th. Sold William F. Ashley 20 yds.
calico, at 123c. 11th. Sold Merrit Thornton 1 doz. tumblers,
$1.00, and 8 lbs. refined sugar, at 124¢. ; Nothan Brittan, 12
yds. barred mull, at 81c., and 2 pair cotton hose, at 38¢c. 13th.
Sold John Hancock 1 pair rubbers, at $1.00, 1 pair kid gloves,
at $1.00, and 1 pair buskins, at $1.50. 14th. Sold Hiram
Mann 1 graduated robe, $3.50, 1 yd. drilling, at 13c., and
thread, 6c. 15th. Sold Samuel Moore 32 yds. sheeting, at
10c., and 4° yds. Irish linen, at $1.00. 16th. Sold Albert J.
Hovey 1 get fine blue ware, at $3.50 ; Peter Brant, 1 1b. tea, at
$1.00, and b lbs. rice, at b¢c. ; John Messenger, 10 yds. muslin

de laine, at 25c., and 1 yd. drilling, at 13c. 18th. Sold Myron
| % :
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"Holmes, per son, 1 vest ;attem and trimmings, at $8.00. 19th.
Sold Charles R. Hecox 11 yds. sheeting, at 5¢c., and 20 yds.
calico,at 121c. 20th. Sold Samuel Moore 1 fur hat, at $4.00 ;
Milton. Seely, per wife, super. shawl, at $30.00 ; Jokn Hancock,
1 gal. lamp oil, at $1.50, and 2 gals. molasses, at 874c. 21st.
Sold Samuel Weaver 2 yds. mull edge, at 3lc., and 1 pair
gloves, at '15¢. 22d. Sold Merrit Thornton 3 yds. cassimer,
at $2.00, 1 yd. canvas, at 19c., and 1 pair black silk gloves, at
$1.00. 25th. Sold Alpheus Clark 10 lbs. mackerel, at 8c., 20
lbs. sugar, at 10c., and 10 doz. eygs, at l4c. 27th. Sold
Hiram Mann 1 ps. sheeting, 30 yds., at 10c., and 20 yds.
calico, at 10c. 28th. Sold Samuel Moore 6 yds. alpaca, at
60c., and 1 yd. cambric, at 10c. ; Myron Holmes, 9 yds. mus-
lin de laine, at 8T}c., 2 spools thread, at 5¢., and 5 skeins silk,
at 4c. ; William F. Ashley, 1 vest and trimmings, $5.00.

MARCH

1st. Sold Albert J. Hovey 4 Ibs. cotton batting, at 124c., and
8 wds. calico, at 124c. 2d. Sold Milton Seely 3 yds. edging,
at 8c.; E. B. Price, 4 Ibs. coffee, at 14c., and 1 1b. cinnamon,
at 3lc. 4th. Sold Merrit Thornton 2} yds. linen, at $1.00, 9
yds. gingham, at 38c., and 1 doz. spools, 63c. 6th. Sold Jokn
Messenger 1 cap, at $1.50 ; Samuel Weaver, 1 pair rubbers, at
$1.75. '1th. Sold Alpheus Clark 1 gal. lamp oil, at $1.00, and
3 lbs. nails, at 8c. 8th. Sold Jokn Honcock 3 bbls. salt, at
$1.00, 100 lbs. sugar, at T3c. ; and he has paid e cash, on ac-
count, $10.00. Sold Peter Brant 2 brooms, at 13c., and 3%
yds. flannel, at 15c.  9th. Sold William Walling 6 yds. al-
paca, at 50c., and 1 yd. cambric, at 10c. ; and bought of him
10 Ibs. butter, at 12%c. 11th. Sold Charles R. Hecoxr 1 pair
kid gloves, at $1.00, 1 pair rubbers, at $1.50, 1 pair buskins, at
$1.25; and bought of him 1 firkin butter, 80 lbs., at 121c.
12th. Sold Hiram Mann 3 bbls. salt, at $1.00 ; Merrit Thorn-
ton, 9 yds. calico, at 123¢. ; and bought of him 1000 fi. hem-
lock- fence boards, at 14c. Sold Peter Brant 12 lbs. sugar, at
10c. 18th. Sold Milton Seely, per wife, 12 yds. silk, at $1.25; |
and he kas paid me cash, on account, $20.00. 14tk Stilﬂ
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William F. Ashley, 12 yds. calico, $1.00 ; Myron Holmes,

per wife, 1 pair kid buskins, at $1.50. 15th. Sold Samuel
Moore, 1 set blue ware, at $3.00; Samuel Weaver, 1 set
Jine blue tea ware, at $3.50 ; William Walling, 2 bed cords,
at 25¢c.  16th. Sold Merrit Thornton % bbl. mackerel, at $9.00,
18th. Sold Ephraim B. Price 2 yds. satinet, at T5c. 20th.
Sold Peter Brant 4 yds. satinet, at $1.12, arnd 2 yds. cassimer,
at $1.50 ; John Hancock, 3 linen handkerchiefs, at 44c., and 1
yd. linen, at 75c.; Samuel Weaver, per wife, 1 yd. Italian silk,
at $1.50, 1 cord and tassel, at $1.25, and 3 skeins silk, at 4e.
21st. Sold Milton Seely 1 vest pattern, at $1.50, and trimmings,
at 38¢c. 22d. Sold Albert J, Hovey 9 yds. muslin de laine, ai
81c., and 2 skeins silk, at 4c. 23d. Sold Ephraim B. Price 8
yds. gingham, at 50¢., 1 yd. cambric, at 10c., and 2 spools thread,
at 5¢.  25th. Sold Charles B. Hecox 10 yds. gingham, at 31c.,
and 1 spool thread, at 5c. ; John Hancock, 3 linen handkerchiefs,
at 8lc., and 1 yd. linen, at "15¢c. ; Peter Brant, 14 yds. sheeting,
at 11c., 30 yds. do., at 9c., 2 yds. Irish linen, at 75¢. ; and bought
of kim 15 lbs. butter, at 123c. 26th. Sold William Walling
150 Ibs. sugar, at 10c. 27th. Sold Samuel Weaver 8 yds. black
cassimer, at $2.00 ; Hiram Mann, cloth and trimmings for
dress coat, $15.00 ; William F. Ashley, 2 pair small shoes, at
8lc.; and he has paid me cash, on account, $5.00. 28th. Sold
John Messenger 1 set buttons, at '15¢., 1 hank thread, at 13c., and
1 pair shoes, at $1.00. 29th. Sold Myron Holmes 1 shawl, at
$10.00, 1 pair kid gloves, at $1.00, 2 yds. mull edging, at 40c.,
1 bag clasp, at 50c., and 1 yd. silk velvet, at $3.50 ; Samuel
Moore, 9 yds. silk warp alpaca, at 75¢c., 1 yd. cambric, at 10c.,
1 pair kid buskins, at $1.00, 2 linen handkerchiefs, at 50c., 1
yd. silk, at $1.75, 1 cord and tassel, at 75¢c. 30th. Sold John
Messenger 1 gal. lamp oil, at $1.50, Albert J. Hovey has pasd
me cash, on account, $5.00.
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FORM FOR MERCHANTS.

Tax principal Books of this Form are the Day-book or Blot-
ter, the Journal, the Ledger, and Cash-book.

The Dav-Book and the manner of keeping it are the same
as described in the second Form, with these exceptions: the
manner and place of dating are different, and it is ruled with
single money-columns instead of double.

A Perry ArpHABET or INDEX to the Day-book should also
be kept, in which all the names entered in the Day-book during
a month should be entered and alphabetically arranged.

This book should be commenced on the evening of the first
business-day of each month, by writing in it all the names that
were entered in the Day-book during the day, together with
the pages on which such entries were made; and so every
evening during the month, enter in the Alphabet all the new
names that appear in the Day-book, with their pages; and if
a name appears that has already been entered in the Alpha-
bet, enter the number of the page on which it stands opposite
such name. Whenever the name occurs more than once on
the same page of the Day-book, it is indicated in the Al-
phabet by repeating the number of the page. A small cross
(*) placed after the figure indicates that there is a credit-entry
on that page in the Day-pook.

The Journat is a book into which all the items of each
person’s account are transferred from the Day-book, and so
arranged that those for each month are collected together.
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At the close of every month the Day-book should be jour-
nalized, which is done in the following manner: Transfer the
first entry of the month, in the Day-book, to the Journal; then
find the name thus transferred in the Alphabet, and if that has
been kept as above directed, you will see on what pages of the
Day-book this name again occurs; then turn to these pages in
order, and transfer to the Journal all the items entered to this
name, placing them under the name already entered there,
with the dates, &c., keeping the debits and credits by them-
selves. After thus transferring them, place two parallel lines
(thus //) opposite each entry on the Day-book, to indicate that
they have been carried to the Journal. Proceed in the same
manner with the next name in the Day-book, and so on until
all is journalized. .

After journalizing the month’s transactions, the books should
be compared to see if the accounts are correctly journalized ;
and if found correct, write in the Day-book, after the last
entry for the month, Examined.

The Lepcer in this Form is a book in which a whole, or
a part of a page, is appropriated to every account in the
Journal. )

This book is ruled like the Ledger of the second Foim, but
the lines which there separate the space for the day of the
month from the month may be omitted.

An Avpraser or InpEx to the Ledger, like the one de-
scribed in the second Form, is necessary.

At the close of the first month the Journal should be post~
ed. But before this is done the Ledger (which we will sup-
pose is new) should be paged, and the names of all the persons
(including Stock, Cash, and Merchandise) with whom you have
opened an account should be written at the top of the space
appropriated to such account. These names, with Dr. on the
left and Cr. on the right, should be written in a.bold hand,
and then should be alphabetically arranged in the Tndex, with
the page of the Ledger on which they are recorded. The

70




BOOK-KEEPING.

Journal should next be page-marked, which is done as follows: |
open to the first account in it, and then find in the Alphabet
what page of the Ledger is appropriated to this account, and
place the number of this page on the margin of the Journal,
opposite such account. Proceed in the same manner until
each account in the Journal is page-marked.

You are now prepared to post the books. Commence with
the first account in the Journal; the figure in the margin
shows the page of the Ledger appropriated to this account.
Enter on the Dr. side of that page the month in the first space ;
“To Merchandise” in the wide space, the page of the Journal
in the next, and the sum total of the debits in the two next
spaces. Then if there are any credits to this account in the
Journal, their sum total should be entered in the Ledger on
the Cr. side in the same manner, except in the wide space
write “By Cash,” «“ By Merchandise,” or ¢ By Sundries,” as
the case may be. Then place two parallel oblique lines, one
above and the other below the figure in the margin, to indi-
cate that the account has been posted. Proceed in the same
manner until each account in the Journal for the month has
been posted. At the close of the next and the subsequent
months, the Journal should be posted in the same manner as
above described.

Every month, immediately after the Journal has been posted,
it should be compared with the Ledger, to see if any mistakes
have been made in posting. In order to facilitate this, it should
be done by two persons. One should take the Journal, and
commencing with the first account in the month, give its title
and the page of the Ledger upon which it is posted, as indi-
cated by the figures in the margin of the Journal; the other
should then turn to this page in the Ledger, and see if it is
correctly posted, while the first reads from the Journal the
entry, amount, page, &c.

In comparing the books, if an account is found to have been
overlooked, it of course should be posted immediately.

If an entry has been made on the wrong side of an account
in the Ledger, it should not be erased, but the same amount
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should be entered on the opposite side of this account «To”
or “By Error,” and then the entry made as it should have
been at first.

If an entry has been posted to the wrong account, the same
amount should be entered on the opposite side of this account
“To” or “By Error,” and it should then be posted in its
proper place.

When either the Day-Book, Journal, or Ledger is written
full, its place is supplied by a new one, and the different books
are usually designated by the first letters of the alphabet: the
first day-book as Day-Book A ; the second, Day-Book B : the
first journal as Journal A ; the second, Journal B: the first
ledger as Ledger A ; the second, Ledger B ; the third, Ledger
C, &e.

After writing the Day-Book for the months of January, Feb-
ruary, and March, journalizing and posting it to the Ledger, the
accounts may be balanced.

Balancing accounts is placing a sufficient sum on the least
side of an account to make it equal with the greatest, and is done
by adding the Dr. and Cr. columns, subtracting the least from
the greatest, and making the account Dr. “ To” or Cr. “By Bal-
ance” for the difference. The debit and credit sides will now foot
alike. Next draw single lines opposite each other under these
columns, and, after adding and placing the amount under them,
draw double lines under the amount, to signify that the two
sides are balanced and closed ; then bring down the balance by
making the account Dr. “To” or Cr. By Balance” of old
account. But if the Ledger is full, and you wish to transfer
the account to a new one, let the balancing entry be «“To” or
« By Balance to Ledger B;” and in the new Ledger, “To” or
“ By Balance from Ledger A.”

In the following set of books, after writing the Day-Book,
journalizing and posting the three months’ transactions, the
books may be balanced, and the accounts transferred to a new
Ledger.
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BOOK-KEEPING.

Perrr Casu-Book.

This book should be ruled like the Journal, as in the form
on the following pages. The word Cask should be written
in a8 bold hand at the top of the page, mear the centre,
with Dr. over the left-hand money columns, and Cr. over the
right.

The receipts of cash should be entered in the debit columns,
and the disbursements in the credit columns, and balanced
every night. For example, see the opposite page.

This book may be written on the last three or four pages of
the Journal. For the purpose of making it more practical, I
have given a narrative of the receipts an@ payments of cash,
from the 10th to the close of the month, leaving it for the
learner to enter it, in the proper form, in the Cash-Book, bal-
ancing and bringing down the balances every night.

For another form of this Cash-Book, see page 148,

Note—TIt is often difficult to make pupils understand the
propriety of making Cash debit when it is received, and credit
when it is paid away.

This dlﬂiculty may be obviated by explammg to them the
original meaning of the word Cash. The word originally sig-
nified Chest, or place where money was kept, instead of money
itself. Now, if I placed all the money I received in a certain
box, I could at any time tell by my books how much there
was in it, if I made the box Dr. for all sums put into it, and
Cr. for all sums taken out. Just so with Cash. Wherever I
receive money, I put it in some place, and calling this place
Cash, make it Dr. for the amount placed there, the same as I
would a person, if I placed the money in his hands for safe-
keeping. And so, whenever I take out any money from the
place where I keep it, and pay it away, I give Cash credit for
it. The difference, then, between the Dr. “and Cr. sides of the
Cash account thus kept, shows how much money I have on
hand.
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January 10th. Paid for personal expenses, $8.00 ; a blank
book, '15¢. ; errand boy, 6¢c.; postage, 15c. Received for mer-
chandise sales this day, $15.74. 11th. Paid for 1 gal. of cam-
phene, 56¢. ; parallel rule, 50c. ; merchandise bought of ‘a ped-
dler, 81.50. Received for merchandise sold this day, $9.63.
12th. Paid for postage, 25¢. ; one gross Gillott’s pens, $1.25 ;
merchandise bought at Rochester, $25.00. Received for mer-
chandise sold this day, $14.55. 18th. Paid for a bottle of red
tnk, 138¢c. ; hand-bills, $2.00. Received for merchandise sales
this day, $12.64. 14th. Paid for repairing blinds, $2.50 ;
wrapping paper, $3.00 ; postage, 10c. ; envelopes, 12¢c. ; wafers,
10c. Received jfor merchandise sold this day, $10.13. 15th.
Paid for express charges, $1.50 ; postage, 15¢. Received Sor
merchandise sold this day, $7.96. 17th. Paid for cartage,
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25¢c. ; for hardware bought of J. M. French & Co., $17.50 ;
postage, 20c. Received of Miss Mary Emmonds, on account,
$2.00. Merchandise sold this day, $16.74. 18th. Paid for
postage, 5c.; bill paper, 15¢c. Received for merchandise sold
this day, $8.63. 19th. Paid jfor the use of a horse and buggy
to Canandaigua, $1.50 ; expenses, 15¢c. Received for merchan-'
dise sold this. day, $11.92. 20th. Paid for one cord of wood,
§2.25 ; postage, 20c. ; errand boy, 6¢. ; cartage, 25¢. Received
Jor merchandise sold this day, $17.04. 21st. Paid for adver-
tising in the “ Whig,” $1.00 ; sawing wood, T5¢c. ; postage, 5c.;
a lot of bed cords, $5.00. Received jfor merchandise sold this
day, $6.34. 22d. Paid for camphene lamp wicks, 81c.; post-
age, 15¢c.; 1 ream of letter paper, $2.00. Received for mer-
chandise sold this day, $13.51. 24th. Paid for one gallon of
camphene, 56c. ; postage, 25c¢.; ink-stand, 50c.; cartage, 25c.
Received for merchandise sold this day, $15.832. 25th. Paid
Jor 1000 business cards, $3.00 ; ‘one ream foolscap paper, $3.50 ;
one doz. pass-books, $1.00. Received for merchandise sold this
day, $9.44. 26th. Paid for making store shelves, $2.50 ; post-
age, 5¢c. Received for merchandise sold this day, $11.88. 27th.
Paid for a camphene lamp, $4.00 ; express charges, 50c. ;
merchandise, $14.13 ; cartage, 25¢. Received for merchandise
sold this day, $14.23. 28th. Paid for postage, 15¢.; a tin
wash dish, 81c. Received for merchandise sold this day, $8.49.
29th. Paid for two doz. whips, 15.00 ; a new stove for the
store, $4.50 ; fizing the pipe, 50c. Received for merchandise
sold thisdey, $15.94. 31st. Paid for store rent, $25.00 ; post-
age, 10c. ; four doz. brooms, $8.00 ; cartage, 25¢. ; errand boy,
6c.  Received for merchandise sold this day, $18.63.

On the next page will be found another method of keeping
the Cash-Book. Where the page is divided into two equal
parts, and the Dr. and Cr. entries separated, and each placed
on its appropriate side of the account, it is balanced every night,
and the balance brought down. The learner may practice both
forms, making use of the same transactions in this as in the

preceding form.,
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PRACTICAL EXERCISES.
MERCHANT'S FORM.

For the purpose of giving a more practical knowledge of the
foregoing form of books, we have given on the following pages
a Memorandum of the transactions as they occurred, for the
months of April, May, and June, giving the price per yard,
pound, ounce, gallon, or piece, leaving the amount to be ex-
tended by the learner.

Before commencing the Day-Book, transfer the balances
from the last Ledger to the new one, making the persons that
are indebted to you debtor “To Balance from Ledger A,” and
the persons to whom you are indebted credit “ By Balance from
Ledger A,” placing the number of the page from whence the
account was transferred in the column appropriated for that
purpose, so that, in case of necessity, the old account may be
more readily referred to.

The transactions on the following pages may now be recorded
in the blank Day-Book in the same manner as in the preceding
form. After writing one month, Journalize and Post it accord-
ing to the directions previously given.

If the balances of the accounts in Ledger A are properly
transferred to Ledger B, and the transactions on the following
pages correctly recorded, journalized, and posted, the accounts
in Ledger B will, with the exception of the account of Levi S.
Fulton, all balance. '

The learner may, if he chooses, substitute his own name for
that of Levi 8. Fulton; and instead of Lyons, at the top of the
page in the Day-Book and Journal, he may insert his own place
of residence.

MEMORANDUM.

APRIL

1st. Bot. of Remsen & Polhamus 4 Ilbs. wrought nails, at
16¢c. Sold Horatio N. Taft, per vife, 10 yds. gingham, at
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81c. 8d. Sold Ephraim B. Price 2 yds. satinet, at T5¢c. ; Rev.
Ira Ingraham, per daughter, 3 linen handkerchiefs, at 44c.,
and 1 yd. linen, at '15c. 4th. Sold George C. Dean, per
wife, 8 yds. gingham, at 31c., 1 yd. cambric, at 10c., and 2
spools thread, at5c. 5th. Sold Moses Austin 1 0z. nutmegs, at
13c., and 3 yds. sheeting, at 10c. ; James McElwain, 4 yds.
satinet, at $1.12, and 2 yds. cassimer, at $1.50. 6th. Sold
Daniel Watrous 4 lbs. butter, at 14c. ; Abram L. Beaumont, 2
puir small shoes, at 56¢c. ; Thomas E. Dorsey, 14 yds. sheet-
ing, at 11c., 30 yds. sheeting, at 9c., and 2 yds. Irish linen, at
75c. Bot. of Thomas E. Dorsey 14 Ibs. butter, at 14c. "Tth.
Sold Jokn Adams 150 lbs. sugar, at 9c. 8th. Sold Sumuel
Moore 9 yds. flannel, at 50c. ; Miss Mary Emmonds, 3 yds.
velvet ribbon, at 13c., and 1 pair silk gloves, at 63c., and she has
paid me $6.67 to balance~kher account. 10th. Sold Thomas
Rook 1 set buttons, at 15¢., 1 hank thread, at 13c., 1 pair buskins,
at $1.18, 9 yds. calico, at 12¢., and 3 skeins silk, at 4c. 11th.
Sold Horatio N. Taft 1 looking-glass, at $8.00 ; Thomas E.
Dorsey, 2 yds. calico, at 8¢., T Ibs. coffee, at 10c., 2 lbs. refined
sugar, at 14c., and 1 1b. Young Hyson tea, at 88c. 12th. Sold
Ephraim B. Price 9 yds. calico, at 19¢c., and 3 yds. calico, at
10c.; Jonas W. Goodrich, 3 yds. black cassimer, at $2.00 ;
John M. Holley, per wife, 10 yds. calico, at 15¢., 2 linen hand-
kerchiefs, at 40c., and 8 window glass, at 5c. 13th. Bot. of
Remsen & Polhamus a bill of goods amounting to $18.10. Sold
James McElwain, per Newson, 12 yds. calico, at 12¢. 14th.
Sold Nathan Brittan 1 gallon lamp oil, at $1.25. Bought of
Moses Austin 10 1bs. butter, at 14c., 4 doz. eggs, at 10c.  Sold
Levi S. Fulton 6 1bs. butter, at 14c. ; Rev. Ira Ingtaham, per
wife, 4 yds. ribbon, at 20c., and 4 skeins silk, at 4c. 15th.
Sold Justin W. Burnham 3 yds. cambric, at 10c., and 2 yds.
green baize, at 50c. ; Jokn Adams, 26 yds. muslin de laine, at
25¢. 17th. Sold George C. Dean 6 yds. cambric, at 10c., and
8 yds. drilling, at 12c. 18th. Sold Daniel Watrous 2 sheets
pasteboard, at 10c., and 5 yds. ribbon, at 15¢.; Abram L.
Beaumont, per wife, 3 yds. bonnet ribbon, at 55c., and 4 skeins
silk, at 4c. 391h. Sold James Rogers 5 lbs. bulter, at 14ec.
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Bot. of James Rogers 1 pair gaiter boots, at $2.00. Sold Ho-
ratio N. Taft 1 pair kid gloves, at $1.00, and 2 linen hand-
kerchiefs, at 44c. Bot. of Jokn Adams a bill of goods for
L. S. Wood, $3.75. 20th. Sold John M. Holley % lb. cinna-
mon, at 38c., 5 Ibs. raisins, at 18¢., and 1 oz. nutmegs, at 12c.
Sold Rev. Ira Ingraham 7 yds. carpeting, at 85¢c. 21st. Sold
George C. Dean 23 yds. cassimer, at $1.50, and 1 yd. sheeting,
at 10c. Sold Jonas W. Goodrich 12 yds. calico, at 20c.. and
1 kank thread, at 15¢. 22d. Sold James McElwain 12 lbs.
sugar, at 9c., 5 lbs. Old Java'cqfee, at 156c¢., and 2 1bs. tea, at
15¢. Paid Lucius S. Wood, cash, $25.00. 24th. Sold
Samuel Moore 1 set knives and forks, at $2.75. Samuel
Moore has paid me cash, on account, $12.00. Sold Thomas E.
Dorsey 2 gals. molasses, at 50c. Bot. of Thomas E. Dorsey
8 lbs. butter, at 13c.; and he has paid me cash, on account,
$5.00. Sold Aaron D. Polkamus T lbs. cotton yarn, at 20c.,
and 11 yds. calico, at 15¢c. 26th. Sold Daniel Watrous 16
yds. shirting, at 12¢c., and 1%} yd. Irish linen, at 15¢. ; Abram
L. Beaumont, 11 yds. gingham, at 28c¢., and 2 yds. drilling, at
1lc. 27th. Sold Nathan Brittan 1 patent pail, at 31c., 1 wash-
tub, at 81.25, 6 brooms, at 13c. ; and he has paid me cash, on
account, $8.00. 28th. Sold James C. Smith 3 yds. black cas-
simer, at $2.25, 1 yd. sheeting, at 12c., and buttons, at 6c. ;
Reuben H. Foster, 1 Ib. Young Hyson tea, at 88c. 29th. Sold
Thomas Rook 2" yds. sheeting, at 10c. Bot. of Thomas Rook
12 lbs. butter, at 13c., and 4 doz. eggs, at 9¢c. Sold Levi S.
Fulton 5 lbs. butter, at 13c., and 2 doz. eggs, at 9c. ; Horatio
N. Taft, 9 yds. ticking, at 19¢c., 1 hank thread, at 12¢. ; and
he has paid me cash, on account, $10.00. 29th. Sold Justin
W. Burnham 6 yds. merino, at $1.25, 8 yds. cambric, at 10c.,
4 sheets wadding, at 4c., and 4 skeins silk, at 4c. Sent Pierce
& Wilson, New York, draft at sight on H. Dwight, jr., for
$173.00 ; Magie, Sanderson, & Co., New York, a draft at 10
days’ sight on H. Duwight, jr., for $480.00; Benedict &
Rockwell, New York, a draft at sight on H. Dwight, jr., for
$227.00.
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- MAY
1st. Sold Justin W. Burnham 3} yds. bonnet ribbon, at 44c.;
and he has paid me cash, to balance his account, $16.55. 2d.
Sold Daniel Watrous 1 gross screws, at 44c.; John M. Hol-
ley, 1 pair kid gloves, at $1.00 ; Thomas Ninde, 3% yds. calico,
at 15c., 2} yds. do., at 18¢., 1 paper pins, at 10c., 10 lbs. sugar,
at 10c.; and he has paid me cash, to balance his account, $9.34.
8d. Sold Jokn M. Holley, per wife, 6 yds. alpaca, at T5¢., and
1 pair gloves, at 44¢c. ; Daniel Chapman, 23 yds. linen, at 75c.,
3 yds. flannel, at 62c., and 1 pair gloves, at 44c. ; Moses Aus-
tin, 80 yds. sheeting, at 10c. 4th. Sold Remsen & Polhamus
3% yds. satinet, at $1.00 ; Edward Messenger, 2} yds. cam-
bric, at 10c., 8 Ibs. batting, at 11c., and 1} doz. buttons, at 25¢.
5th. Sold Thomas E. Dorsey 8 yds. sheeting, at 10c., 9 yds.
do., at 15¢., 1} yds. silk, at $1.00, 3 yds. ribbon, at 25c¢., 2 oz.
indigo, at 13c., and 1 whitewash brush, at 63c. Edward Mes-
senger has paid me cash, fo balance his account, $10.08. 6th.
Sold Edmund Hopkins, per wife, 10 yds. calico, at 15c¢., and 6
yds. do., at 10c. 8th. Sold Reuben H. Foster 11 yds. sheeting,
at 11e. ; Jonas W. Goodrick, 12 yds. calico, at 8c., and 5% lbs.
batting, at 12c. 9th. Sold Ephraim B. Price 4 yds. cambric,
at 10c., and 2 yds. drilling, at 13c. Bot. of Ephkraim B. Price
8 lbs. codfish, at 4%c. Sold Levi S. Fulton 8 lbs. codfish, at
43c. Paid kim cash, for personal expenses, $14.75. 10tk.
Sold Jokn M. Holley, per daughter, 1 dress handkerchief, at
$1.25, 1 linen handkerchief, at 40c., and 4 yds. cambric, at
10c. 11th. Sold Samuel Moore, per daughter, 1 parasol, at
$2.50, and 1 paper pins, at 10c. ; Horatio N. Taft, 1 1b. Young
Hyson tea, at 88c. 12th, Sold Abram L. Beaumont, per Ellen,
1 yd. ribbon, at 25c., 5 yds. do., at 8c., and 5 yds. edging, at
15¢c. ; John M. Holley, per wife, 4 yds. black silk edging, at
44c.; Edmund Hopkins, 4 yds. shirting, at 12c. ; and he has
poid me cash, to balance his account, $6.36. 13th. Sold
Thomas E. Dorsey, per daughter, 1 China hat, at $3.75 ; and
bought of him 8 lbs. butter, at 13c. 16th. Sold James McEl-
wain 14 lbs, butter, at 13c., and 2 lbs. Young Hyscn tea, at
88c. 17th. Sold Reuben H. Foster, per Susan, 1 varasol, :ﬂ
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$2.00 ; Moses Austin, per wife, 4 ibs. batting, at 11c., 1} doz.
buttons, at 25¢., 3 yds. ribbon, at 15¢. ; and bought of him 16
{bs. butter, at 13c. 18th. Sold Jonas W. Goodrick, per Mel-
ville, 1 vest pattern, at 88c., and trimmings, at 38c. 19th.
Sold Samuel Moore 10 lbs. nails, at 6c. ; James Rogers, per
wife, 4 yds. toweling, at 10c., 9 yds. shirtiny, at 15c., 3 yds.
drilling, at 12c., 3 spools thread, at 5¢c., and 3 skeins silk, at
4c. 20th. Sold Abram L. Beaumont 1 roll window paper, at
31c., 1 roll tape, at 6c¢., 8 yds. French calico, at 25c., and 2
yds. ribbon, at 5¢c. ; Jokn Adams, per son, 26 yds. gingham, at
80c.; Qeorge C. Dean, 10 lbs. cotton yarn, at 20c. 22d.
Sold Nathan Brittan 1 paper black tea, at 44c.; Levi S. Ful-
ton, 9 yds. ticking, at 15c. ; Ephraim B. Price, 10 yds. French
calico, at 25¢. 28d. Sold James McElwain, per wife, 1 para-
sol, at $2.25, 2 linen handkerchiefs, at 38c., 2 pair cotlon hose,
at 20c., and 2 papers pins, at 10c. 24th. Sold James C. Smith
8 lbs. rice, at 5¢c., 2 1bs. tea, at 88c., 8 lbs. Old Java coffee, at
15c¢., and 4 lbs. refined sugar, at 14c. 25th. Sold Daniel Wat-
rous 1 pair kid gloves, at $1.00 ; Lucius S. Wood, 1 pair kid
gloves, at 88c.; Levi S. Fulton, 2 linen handkerchiefs, at 44c.
26th. Sold Daniel Chapman 1 cravat, at $1.18, and 38 linen
handkerchiefs, at 88c. 27th. Sold Ephraim B. Price 6 yds.
merino, at $1.25, and T skeins silk, at 4c. 30th. Sold Nathan
Brittan 23 yds. cassimer, at $2.00 ; Joseph M. Demmon, 20
1bs. cotton batting, at 9%c. 31st. Sold James Rogers 8 yds.
Jean, at 16c. ; George C. Dean, 6 yds. flannel, at 44c., and 2
yds. Irish linen, at 5¢.
JUNE

1st. Sold Abram L. Beaumont T wyds. blue calico, at 12¢.,
121 yds. summer goods, at 28c., 6 yds. factory, at 10c., 10 Ibs.
cotton yarn, at 20c., 1} doz. buttons, at 4c., and 1 hank linen
thread, at 13c.; Nathan Brittan, 2 pair cotton hose, at 38c.
2d. Sold Moses Austin 2 rolls window paper, at 8lc., and 2
palm leaf hats, at 20c. ; and ke has given me his note at 30
days, to balance his account, for $17.61. Sold Jokn Adams 4
bbls. salt, at $1.00, 32 lbs. refined sugur, ai 18c.; and he has
paid me cash, to balance his account, §77.80. 3d. Sold James
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Rogers 4 yds. gimp, at 25¢c. ; John M. Holley, 11 yds. lawn, at
81c., 1 yd. drilling, at 13c., and 2 pair whalebones, at 4c. 5th.
Sold Thomas Rook 1 vest pattern, at '15¢., 2% yds. cassimer, at
81.00, 5 yds. lawn, at 20c., 1 pair walking shoes, at $1.00, 1
bonnet, at $3.00, 2 spools thread, at 5c., and 4 1bs. coffee, at 10c.
Bot. of him 31% lbs. butter, at 13c., 8 doz. eggs, at 10c.; and
he has paid me cash, to balance his account, $19.55. 6th. Bot.
of George C. Toungs 20 lbs. ham, at 8%c., 31 lbs. do., at 8c¢.;
and he has paid me cash, to balance his account, $2.66. Sold
Lucius S. Wood 5 yds. brown linen, at 81c., and thread, at 6c¢.
Tth. Sold James Rogers 10 yds. linen gingham, at 38c., 6 yds.
sheeting, at 11c., 2 yds. edging, at 15¢c.,and 2 skeins silk, at 4c.;
Ephraim B. Price, per wife, 1 parasol, at $2.25. 8th. Sold
James McElwain 1 bar soap, at 16¢, ; Daniel Watrous, 4 yds.
linen goods, at 81c., buttons, at 6c.; and he has paid me cash,
to balance his account, $17.14. 9th. Sold Thomas K. Dorsey,
per Juliet, purse twist, 75c., and steel beads, 15¢. ; George C.
Dean, 2% yds. gingham, at 3lc. 10th. Sold Nathan Brittan
12 yds. barred mull, at 3lc., 2 pair cotton hose, at 38¢c.; and
he has given me his note at 3 months, to balance his account, for
$38.25. 12th. Sold Abram L. Beaumont 8 lbs. nails, at 6c¢. ;
John M. Holley, 3 yds. edging, at 8c., 3 spools thread, at 5c.,
and 2 skeins silk, at 4c. James Bashford has paid me cash, to
balance his account, $11.82. 18th. Sold Daniel Chapman 10
yds. alpaca, at 15¢c., 103 yds. calico, at Tc., 1 yd. cambric, at
10c., and 1 yd. drilling, at 13c. Paid Levi S. Fulton cash,
for personal expenses, $25.00. 14th. Sold James C. Smith 18
yds. shirting, at 13c., 2% yds. Irish linen, at 88c¢., 5% yds. calico,
at 'Ic., 8 spools thread, at 5¢c., and 4 skeins silk, at 4c. George
C. Dean has paid me cash, to balance his account, $27.14.
15th. Sold Reuben H. Foster 2 gals. molasses, at 44c., and 1
gal. lamp oil, at $1.00. 16th. James McElwain has given me
his'note at 3 months, to balance his account, for $33.61. Sold
Aaron D. Polhamus 1 yd. satin vesting, at $3.25, 1 yd. black
cambric, at 10c., 1 yd. white do., at 13c., qnd } doz. buttons, at
256c. 17th. Sold Thomas E. Dorsey 8 yds. blue calico, at 13c.,
4 yds. sheeting, at 8c., 3 Ibs. batting, at 12c. Bot. of him 18}
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ibs. butter, at 18¢c.; and he has paid me cash, to balance kis ac-
count, $27.24. 19th. Reuben H. Foster has given me his note
at 3 months, to balance his account, for $11.77. Sold Samuel
Moore 2 rolls window paper, at 31c., 3 brooms, at 18c. ; and he
has given mie his note at 30 days, to balance his account, for
$16.03. 20tk. Sold Ephraim B. Price 14 yds. shirting, at
12¢., 2 yds. linen, at 15c., 4 yds. calico, at 6¢., and 1 doz. spools
thread, at 63c. 21st. Sold Abram L. Beaumort 11 yds. Oregon
plaid, at 31c., 1 yd. drilling, at 13c., § yd. cambric, at 10c., 1
spool thread, at 5¢. ; and he has given me his note at 60 days,
to balance his account, for $62.63. 22d. Daniel Chapman has
paid me cash, to balance his account, $59.62. Sold Jonas W.
Gloodrich 9 yds. gingham, at 28c¢., trimmings, at 31c. ; and he
has paid me cash, to balance his account, $16.88. 23d. Jokn |
M. Holley has given me his note at 6 months, to balance his ac-
count, for $40.74. Sold Rev. Ira Ingraham 4 pair cotton
hose, at 40c. ; and he has paid me cash, to balance his account,
$41.84. 24th. Sold Hugh Jameson 3 yds. satinet, at 75e.
277th. Credited Aaron D. Polhamus for the balance of his ac-
count, charged to Remsen & Polhamus, $38.82 ; and charged
Remsen & Polkamus for the balance of A. D. Polhamus’ ac-
count, $38.82. Remsen & Polkamus kave paid me cash, to bal-
ance their account, $20.77. 28th. Sold James C. Smith 30
yds. sheeting, at 10c. ; and he has given me his note at 8 months,
to balance his account, $28.26. 29th. Hugh Jameson has paid
me cash, to balance his account, $21.45. Sold Horatio N. Taft
8 yds. black cassimer, at $2.00, 2} yds. sheeting, at 10c., 1
spool thread, at 5¢c. ; and he has given me his note at 60 days,
to balance his account, for $34.6"7. 30th. Sold Ephraim B.
Price 18 yds. brown fuctory, at 10c. ; and he kas given me his
note at 4 months, to balance his account, for $35.44. Credited
‘Lmcius S. Wood for 6 months’ services as clerk, at $20.00.
Paid him, cash, $35.74, and given my note at 4 months, to bal-
ance his account, for $50.00. Gave Philip G. Almy my note
at 80 days, to balance his account, for $42.00. James Rogers
has paid me cash, to balance kis account, $17.14. Joseph M. |-
Demmon has paid me cash, to balance kis account, $80.21.
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. Dk of Goneva
7848

May| 6\To Cash Dop. by L . Wood 720| 00

v 20| . Dep @ L Fubbon/ 50| 0o

v\ Ao Dep @Q@”e%éon/ 50| 0o

220| 0o

Sune| 1|To RBalonce rought doon/ 220| o0

v 10| v Cask Dep é/ L F Fablon/ 400| 00

v\ Ao Dep by LI Wood 50| 00

14) 0 do. Dop by L F Wood 125\ 00

. 89| v b @¢~@,$d’&w 50| 00

5545 00

@’M{t 7\ To PBabboncs W&m/ 782\ 50

Baxx Book.

This is a book usually given by banks to persons deposit-
ing money with them. On the .Dr. side is entered all sums
deposited, with the date and name of the individual by whom
deposiled : this is done by the receiving clerk. At the close
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e a/é with L F Fubbons g‘

7848 ‘
Moy | 31| By Palance 220 ool
/ 220 00

Siws| (0B, ook e o0
845| 00

of the month, the amount drawn out should be placed on the
Or. side, and' the book balanced.

The sum total of the deposites for the month should be
transferred to the Dr., and the amount checked out during the
month to the Cr. side of the bank account in the Ledger.
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BOOK-KEEPING.

Account CURRENT.

An Account Current is a detailed statement of business |

transactions in the form of Dr. and Cr., and is drawn off from

the account of the person in the Journal or Ledger. (See
page opposite.)

AccousT SALEs,
An Account Sales is a statement of goods sold on commis-
sion, drawn up by the agent to whom they were consigned, to
be transmitted to the person who made the consignment.

ForM oF Account SALEs.

Alecount Falos 7/ S DBoves Drci @4/;44 and 2 Poves Driod
PRackes, Rccecved {? %ﬂp}%uw Gone gr);aye Golrnbus,
%}; 1ot 1848, on acct. ?/.g &Cfﬁvuémx, e@om, ¥ %

1848
9&} 25 yoﬂ%ﬁudoug'% Sﬁmd@é't 2
369 Ho. — 52 lls. Tdre/

59 v _ g/ 24 77

58710 . 85 ¢ VZ

1,545 10 _ 218 = 1527 Hs. .04%) 59|72
144 Sﬂd’oﬂ@/ﬂ%&é"%x 2 DBozes Packes
825 Hy. — 129 = 696 Ho. 77| 76| 56
F135| 28
Bargos - £735| 2

00 | 10| padd Siveffesure Line Shreczht §10.94
o0 |0 10 Cartage 50 Srown. 50c.  1.00
Oz %mrn{/&én at 2% fen cond 2.98 75| 7

Roloones to G 7(701(4 eleoct, F779 96
Now York, Sune 10ih, 1848.

EL O ot Gfs & Emmonds
fion W hoolsrd
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BOOK-KEEPING.

Bl or PurcHASE

Is a statement of goods bought at one time, containing the
items and prices. If paid at the time, it should be receipted
and signed, as in the form on the opposite page; but if
charged, in the place of Received Payment, write Charged
in Account.

Bills of Purchase, or more properly Invoices, should be care-
fully examined, folded of a uniform width, and filed away ; and
as merchants generally purchase goods periodically, the date
of purchase may be written on the band enclosing them. On
the first day of January in each year, or at the time of bal-
ancing the books, the Invoices for the past year should be put
into one package, and the year in which the purchases were
made written on the band enclosing them:

All orders should be filed away in monthly packages, with
the month written on the band enclosing them, so that when
settling with an individual whom you have charged with goods
per order, if he dispute your book you can immediately refer
to the order.

Care should be taken to have all papers, intended to be
filed away, folded of a uniform width, for the simple reason
that they thus form neater packages.

BrLL or Aoccouxnt

Is an accurate statement of an individual account, copied
from the Day-book, containing a list of the items, the prices,
and the date of each purchase. It is sometimes drawn off
by the merchant and sent to the customer, and often at his
request. If paid, it should be receipted and signed by the
merchant, as in form page 164.
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PART SECOND.

DOUBLE ENTRY BOOK-KEEPING.

DOUBLE ENTRY.

T8 term is derived from the fact that every business trans-
action recorded in the Day-book is entered twice in the Ledger—
once on the debtor and once on the creditor side.

DEBTOR AND CREDITOR.

These terms are correlative, the one implies and involves the
other. Wherever there is a debtor there must necessarily be
a creditor of an equal amount; and wherever there is a cred-
itor there must be a debtor, &c.

APPLICATION OF DEBTOR AND CREDITOR.

In single entry these terms are (with the exception of cash)
only applied to persons, but in double entry they are applied
alike to persons and property, the persons being made debtor
for what you have trusted them, and creditor for what they
have paid or trusted you; and the property accounts being
made debtor for the value or cost of the property, and credit
for what it produces when disposed of.

CLASSES OF ACCOUNTS.

There are three classes of accounts in Book-keeping, styled
Personal, Real, and Fictitiogs. Personal accounts are the
accounts of the persons with whom the merchant deals; Real
accounts are the accounts of his property, and Fictitious
accounts are titles invented to represent the merchant and his

gains or losses in business.
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DEFINITION OF BOOKS.

BOOKS USED.

The principal books used are the Day-book, Journal, and
Ledger. The auxiliary books vary according to the nature of
the business, and are the Cash-book, Bill-book, Invoice-book,
Sales-book, Account-current book, Book of Shipments, Letter- \
book, Receipt-book, &c.,-d&c. i

DAY-BOOK.

This book should contain a concise and comprehensive
history of the merchant’s business transactions; commencing
with an inventory of his effects, and the debts due him, also of
the debts due by him to others. After this his business trans-
actions should be recorded at the time and in the order in
which they occur; they should contain the date, the name of
the person, the condition of the bargain, and price of the
goods. In writing this book every thing should be clearly
expressed in as uniform a style as possible, and the use of am-
biguous words and phrases carefully avoided.

|
DEFINITION OF BOOKS. ' )
|
)
|

JOURNAL.

This is & book in which the business transactions recorded
in the Day-book are prepared to be entered in the Ledger, by ,
ascertaining the proper debits and credits of each transaction.
This process is called journalizing.

LEDGER.

This is a book in which a page, or portion of one, is allowed
for every account found in the Journal, with the name of the
account written over the space so appropriated, to which the
accounts are transferred from the Journal and placed under
their respective heads. This process is called posting.
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AUXILIARY BQOKS.

ALPHABET OR INDEX.

In order that the accounts in the Ledger may be more con:
veniently referred to, an alphabet or index is made by arranging
the names of the accounts alphabetically, and placing opposite
the name the number of the page on which the account may
be found in the Ledger.

Norz.—For the manner of ruling the above books, see pages 88 and 84

AUXILIARY BOOKS.

A merchant’s account may all be kept in the Day-book,
Journal, and Ledger; but in most kinds of business, for the
sake of abridging these books, it is found convenient to have
other books. These vary in number according to the nature
of the business, and are termed auxiliary books, and are as
follows :—

Casu-Boox.—For definition and manner of keeping this
book, see pages 144-148.

BiLr-Book.—For definition, &c., see pages 156 and 157.

Bank-Book.—For definition, &c., see pages 158 and 159.

Account-Corrent Book.—For definition of Account Cur
rent, see pages 160 and 161. The Account-current book con
tains simply copies of these accounts.

Acoount-SaLes Book.—For definition of Account Sales, see
page 161. The Account-sales book contains copies of these
accounts.

Saies-Book.—This is a book in which all sales of goods are
entered at the time they are sold. After a purchaser has
made his selection of goods they should be entered in this
book, from which his bill is copied. His name and the sum
total of the sale are transferred to the Day-book.

Invorce-Book.—This is a book in which are copied all bills
of goods purchased. It is sometimes made of coarse paper
and the original invoices pasted into it.

Lerrer-sook.—ThiS book contains copies of all business-
letters.
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DEFINITION AND OBJECT OF ACCOUNTS.

DEFINITION AND OBJECT OF ACCOUNTS.

FICTITIOUS ACCOUNTS.

Srook Account represents the merchant, and is made
Dr. for what he owes when he commences business, and Cr.
for what he carries into business. The difference between the
Dr. and Cr. of this account is his net capital.

Prorrr AND Loss Accounr is kept to show the gain or loss
arising from business, and is made Dr. for all losses and Cr.
for all gains. The difference between the Dr. and Cr. is the
net gain.

InTEREST AcCOUNT is kept to show the gain or loss on in-
terest. It is made Dr. for all sums paid for interest, and Cr.
for all sums received for interest. The difference between the
Dr. and Cr. shows the gain or loss on interest.

Expense Accousr is kept to show how much has been
paid for store expenses, such as clerk hire, store rent, freight,
cartage, porterage, postage, &c. For all such expenses this
account is rfiade Dr.; the Cr. side contains nothing until the
Books are balanced.

N REAL ACCOUNTS.

MzeroraNDpIsE Account. This account is kept to show the
gain or loss on goods bought and sold. It is made Dr. for the
value of Merchandise on hand commencing business, and for
the amount of all subsequent purchases; and Cr. for the
amount of all sales. If the Merchandise is all sold, the differ-
ence between the Dr. and Cr. will be the gain or loss on Mer-
chandise. If the goods are not all sold, the value of the bal-
ance remaining unsold should be placed on the Cr. side, and
-| the difference will then be the gain or loss.

Rear Esrate Account is kept to show the gain or loss on
real estate. It is made Dr. for its cost—as purchase moncy,
repairs, taxes, &c., and Cr. for what it produces, either in rent
or sales. If it is not all sold, the value of what remains unsold
should be placed on the Cr. side of the account. The differ-
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DEFINITION AND OBJECT OF ACCOUNTS.

ence between the Dr. and Cr. will be the gain or loss on real
estate.

SarpMENT or CoxsiGNMENT Account is kept to show the
gain or loss on property consigned by the merchant to some
person to sell on his account and risk. It is made Dr. for
what the consignment costs him, that is, the value of the goods,
freight, insurance, &c., and is made Cr. for the net proceeds of
the sales. The difference between the Dr. and Cr. of this ac-
count is the gain or loss.

Janes Hormes, ConsiGNMENT ACCOUNT, is kept when goods
are consigned by him to the merchant to be sold on his ac-
count and risk, It is made Dr. for all expenses you incur on
account of the consignment, and Cr. for the amount of all sales.
The difference between the Dr. and Cr. of this account is the
net proceeds, and should be placed to the Cr. of Holmes’ per-
sonal account.

‘WaEear Account is kept to show the gain or loss on wheat
as a separgte branch of business. It is made Dr. for all sums
paid for wheat, and Cr. for all sums received for wheat. The
Dr. side of this account showing the cost and the Cr. side
what it has sold for, the difference between the two sides will
of course show the gain or loss on wheat. - '

Casm AccouxT is kept to show the receipts and disburse-
ments of cash. It is made Dr. for all receipts of cash, and Cr.
for all disbursements. The difference between the Dr. and Cr.
of this account is the amount of cash on hand.

Bang Account is kept to show what money is deposited in
the bank. It is made Dr. for all sums deposited, and Cr. for
all sums drawn out. The difference between the Dr. and Cr.
of this account is the sum you have remaining in the bank.

Bruts Recervasre Account is kept to show the amount of
written obligations which you hold against other persons for
the payment of money. It is made Dr. for all such bills when
they are received, and Cr. for all that have been redecmed.
The difference between the Dr. and Cr. of this account shows
the amount of Bills you hold against other persons.

Brirs PavaBie Account is kept to show the amount of
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BOOK-KEEPING.

GENERAL RULE FOR JOURNALIZING.

Tae thing received, or person trusted, is made Dr. «To”
the thing parted with, or person who trusts you; and the thing
parted with, or person who trusts you, is made Cr. “ By” the
thing received, or person trusted.

Profit and Loss is made Dr. for all losses, and Cr. for all
gains. Every Dr. must have a Cr. of equal amount, and every
Cr. must have a Dr. of equal amount.

EXERCISES IN JOURNALIZING.

Transactions.

8old D. W. Clark, on acct., mdse., $200.
Bot. of D. W. Clark, on acct., mdse., $200.
D.sg;b(xnrk has paid me cash, on acct,

Paid D. W, Clark cash, on acct., $200.

Sold W. W. Hart, on his note, 30 days,
mdse., $175.

Bot. of W. W, Hart, on my note, 60 days,
mdse., $250.

W. W. Hart has paid his note, in cash,
$175.

Paid my note to W. W. Hart, in cash, $250,

Sold J. H. Holmes mdse., $450. Received
in payment his note for $250, and cash
for the balance, $200.

Bot. of J. H. Holmes mdse., $500. Gave in
payment my note for $250, and cash for
the balance, $250.

Exchanged the above notes with Holmes,
$250.

Bot. of J. Dunniug his house and lot on
Spnnghstrcet, 82000. Gave in payment
cash, $1000, mdse , 8500, and my note
for ﬂn balance, $500.

8old my house and lot on Spring-strect for
$2500. Received In payment 8. S,
Clark’s mnote, 3 months, $1000, cash
$1000, and mdse. for tho balance, $500.

The Commercial Bank has discounted 8. 8.

Clark’s note for $1000, Discount, $17.50;
cash received, $982.50.

Journalized.
D. W. Clark, Dr., $200. Mdse., Cr., $200.

Mdse., Dr., $200. D.W. Clark, Cr., $200.
Cash, Dr., $200. D. W. Clark, Cr., $200.

D. W. Clark, Dr., $200. Cash, Cr., $200.
B%bél‘eoelvnble, Dr., $175. Mdse., Cr.

Mdse,, Dr., $250. Bills Payable, Cr., $250.

Cash, Dr, $175. Bills Receivable, Cr.,
$175.

Bills Payable, Dr., $250. Cash, Cr., $250.

Bills Receivable, Dr., $250. Cash, Dr.
$200, M .

dse., Cr.,

Mdse., Dr., $500. Bills Payable, Cr., $250.

 Cr., $250. .

Bills Payable, Dr., $250. Bills Rece’vable,
Cr., $250.

Real Estate, Dr., $2000. Cash, Cr., $1000,
Mdse., Cr., $500. Bills Payable, Cr,

Bills Receivnble, Dr., $1000. Cash, Dr.,
$1000, Dr., $500. Real Estate,
cr., aasoo

Cash, Dr., $982.50. Interest, Dr., $17.50.
Bills Receivable, Cr., $1000.
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BOOK-KEEPING.

Transactions.

Holmes & Co., New York, consigned an
invoice of goods to me, to be sold on
their account, $575. I have paid for
freight and charges, in cash, $34.

I have igned goods to Hol & Co.,
New York, to be sold on my account,
invoiced 8645. Paid freight and cartage
on do. in cash, $36.50, and gave my note
for insurance on do., $19.35.

Sold Holmes & Co.’s goods for $650. Re-
ceived in payment P. Almy’s note for
m., and cash for balance, $350.

Received an account sales of con-
gigned to Holmes & Co., New York. Net
proceeds amount to $716.

P. Almy has paid his note, with interest.
Note, $300; interest, $5.25—8305.25.

Holmes & Co., New York, have remitted
me a Bill of Exchange on James Ander-
son, for $716.

Bot. of J. Jones & Co., for cash, a draft on
New York for $583.50, at a premium of
4 of 1 per cent, $2.92, which I have re-
mitted Lo Holmes & Co., New York.

Dean Tisdale has made a draft on me at 30
g?yzss’ sight, which 1 have accepted, for

Paid D. Tisdale's draft on me as follows : in
merchandise, $75, and gave him an order
on W. W. Hart for

John Doe has failed, and I have sold the
note I held against him, of $250, for $100.
Received in payment cash.

Bot. a quantity of broadcloth, in company

with B. Harford, $250. Paid cash for
my half, 8125.

Bot. of W.W. Ely for cash, 100 bbls. of
flour, for $650, which I immediately sold
for $750.

Bot. of F. Cate, for ¢ash, 2000 1bs. of tal-
}ow for 8160, which I immediately sold

for

Oommenced business with cash, $2000.

Commenced business with cash, $1000,
mdse., $1000, and notes ngainst sundry
persons,

Oommenced buaineu with cash, $500,

., $500, notes against sundi %r-
sona, 3000, real estate, valued at.rOyl
and owe D. Hood, on aoct.,
persons on notes,

Commenced business with cash, $800,
mdse., whlch I bought as follows: ef
Stewart & on account, $1700, of
Bowen & Mcle amee, on my note at 60
days, $1300.

Journalsized.

Holmes & Co.’s consignm Dr., $34.
Cash, Cr., 834, ignment, Dr.

Consignment to New York, Dr., $700.85.
Mdse., Cr., $645. Casb, Cr., $36.50. Bl.“l
Receivable, Cr., $19.35,

Bills Receivable, Dr., $300. Cash, Dr.,
$350. Holmes & Co.Js consignment,
.y $650.

Holmes & Co,, Dr.,, $716. Consignment
to New York, Cr., $716.

Cash.. $30525. Bills Receivable, Cr.,
. Interest, Cr., $5.25.
Bills Reoelvable, Dr., $716. Holmes & Co.,
Cr., $716.

Holmes & Co., Dr., $583.50, Interest, Dr.
$2.2. g DPyy 19, resty Dr.,

y Cr.y
Dean Tisdale] Dr.,, $125. Bills Payable,
Cr., $125.

Bills Payable, Dr., $125. Mdse,, Cr., &75.
W. W, Harh Cr, §50. "

Cash, Dr. $100. Profit ad Loss, Dr., $150.
Bills Receivable, Cr., $250, ?

Mdse. Co. A, Dr., $125. Cash, Cr., $125.
Cash, Dr., $100. Profitand Loss, Cr., $100.
Profit and Loes, Dr., $20, Cash, Cr., $20.

Cash, Dr., $2000. Stock, Cr., $2000.

Cash, Dr., $1000, Mdse., Dr., $1000. Bills
Receivable, Dr., $300. Stock, Cr.,
$2500, .

Cash, Dr, $500. Mdse., Dr., $500. Bills
Receivable, Dr., $500. Real Estate, Dr.,
$1000, Stock, Cr., $2500. Stock, Dr.,
$750. D. Hood., Cr., $250. Bilis Pay-
able, Cr., $500.

Cash, Dr., $500. Mdae. Dr., $3200. Stock,
‘Cr., $4000. Stock, Dr., Stewart
& Co, Cr, 81700. Bills hyable, Cry
$1500.
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BOOK-KEEPING.

TrraL Baraxce.

The Trial Balance is taken to ascertain whether the Joumal
entries have been correctly transferred to the Ledger, and may
be made as follows :—1st. Rule a sheet of paper with double
money columns, and head it « Trial Balance,” with Dr. over the
left, and Cr. over the right hand money columns. 2d. Write
the names of the Ledger accounts in the open space at the left,
and, after adding the two sides of each account, place the
amount of the Dr. side in the Dr. column, and the Cr. side in
the Cr. column, opposite the name thus written. 3d. Add the
Dr. and Cr. columns of the Trial Balance, and if they foot alike,
the books are supposed to be correctly posted. This proof
should be taken as often as once a month.

BALANCE SHEET.

 Merchants as often as once, and sometimes twice, a year bal-
ance their Ledgers, and make out what is termed a Balance
Sheet. This sheet exhibits, in a condensed form, a statement
of their mercantile affairs, and forms the materials for opening
a new set of books, containing on the Dr. side the debts due
them, cash on hand, and the value of merchandise or other
property remaining unsold ; and on the Cr. side, the amount of
their indebtedness to others. The difference between the two
sides is of course their net capital.

Balance, in book-keeping, is the difference between the sums
of the Dr. and Cr. sides of an account; and when that differ-
ence is placed on the deficient side, the account is said to be
balanced—that is, the Dr. and Cr. sides are made equal; and
when a single horizontal line is drawn across the money col-
umns, and the sum total set down under each, and double paral-
lel lines drawn under these sums, the account is said to be
closed ; and when the several accounts of the Ledger are thus
made equal, and the lines drawn and sums set down as above
described, and the balances transferred to the Balance Sheet,
the Ledger is said to be balanced and closed.
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Dmeorions ror MAxiNg A Bavaxce SHzer.

1st. Write “ Balance Sheet” at the top of a page in the
Ledger.

2d. Take an inventory of all property unsold, and make the
accounts representing the property Cr. ¢ By Balance” for the
value of what remains unsold ; then place the name of the ac-
count, and the same amount, on the Dr. side of the Balance
Sheet.

8d. Ascertain what accounts show a gain or loss on the
business, and balance these accounts “To" or « By Profit and
Loss” for the difference; then turn to the ¢ Profit and Loss”
account, and enter the title of the account, and the amount, if
a gain, on the Cr. side, or, if a loss, on the Dr. side of said
account.

4th. Balance Private account and Profit and Loss ¢ To”
or “By Stock.” If the Profit and Loss account shows a gain,
carry it to the Cr. side ; if a loss, to the Dr. side of the Stock
account, )

5th. Balance all other accounts, except Stock, “To” or
“By Balance.” If the Dr. side is the largest, make the ac-
count Cr. « By Balance” for the difference, and enter the name
of the account, and the amount, on the Dr. side of the Balance
Sheet ; or if the Cr. side is the largest, make it Dr. « To Bal-
ance” for the difference, and enter the name of the account,
and the amount, on the Cr. side of the Balance Sheet.

6th. Balance Stock account “To” or “By Balance” for
the difference, and, if the operation of balancing is correctly
performed, the balance of this account will exactly balance the
Balance Sheet.
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DOUBLE ENTRY.
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BOOK-KEEPING.

PRACTICAL EXERCISES.

TaE following is a Memorandum of the business transactions
for the month of June, which the learner may record in the
Day-Book, journalize, post, take a Trial Balance, balance the
Ledger accounts, and make out a Balance Sheet, as in the pre-

ceding form.

MEMORANDUM.

JUNE

8d. I have this day commenced business with effects and debts,
as shown by the « Balance Sheet” in the preceding form. 5th.
Received per boat «“ Emerald,” Collins, master, an invoice of
goods shipped by Stewart & Co., pursuant to my order, amount- |-
ing to $956.00. Paid freight and charges in cash, $46.75.
6th. Sold Henry B. Hollbrook merchandise, per S. B., amount-
ing to $56.00. Sold Henry Holmes, for cash, merchandise,
amounting, per S. B., to $97.63. 9th. Bot. of Daniel Jones,
Jor cash, merchandise, amounting, per S. B., to $48.96. 12¢h.
Sold Joseph M. Demmon, on account, merchandise, per S. B.,
$73.19. Received from F. S. Bogue, Albany, an account sales
of flour consigned to him, June 25th ; net proceeds, $698.00, for
which ke has remitted me a check on the Bank of Geneva. 14th.
Sold David Coleman, for cash, merchandise, per S. B., $139.64 ;
Jameson, Willard & Co., on account, merchandise, per S. B.,
$158.50. Deposited in the Bank of Geneva, $700.00. * 16¢h.
Accepted Stewart & Co.’s draft on me, at 30 days’ sight, for
$956.00. 19th. Received from Henry B. Holbrook cask, to balance
account. Bot., for cash, of J. & H. Mirick, 100 bbls. of flour,
at $5.50, which I immediately sold for $6.00 per bbl. 20th.
Received per boat “ Swan,” H. Denman, master, from N. Y.,
an tnvoice of broadcloth, amounting, per invoice, to $316.00,
consigned to me by Cromwell, Haight & Co., to be sold on their
account ; paid freight and charges in cask, $10,00. 21st. Sold




BOOK-KEEPING.

Charles D. Campbell merchandise, per S. B., $46.00. De-
posited cash in the Geneva Bank, $1000. 24th. Sold Thomas
Collins 32 yds. Cromwell, Haight & Co.’s broadcloth, at $4.50.
Received, in payment, his note at 860 days for ons kalf, and cash
Jfor the balance. 28th. Bot. of Jokn H. Holmes his house and
lot on Broad-street, for $2000. Qave in payment, cash, $1000,
and my note for the balance. Sold Lewis & Herrick the re-
mainder of Cromwell, Haight & Co.’s broadcloth, for $300.
Charles D. Campbell has patd me cash, to balance his account.
80th. Made up an account sales of Cromwell, Haight & Co.’s
consignment ; my commission on sales, 5 per cent. Joseph M.
Demmon has paid me cash, to balance kis account. Sold Wil-
liam W. Hart, on his note at 90 days, merchandise, amount-
ing, per S. B., to $216. Paid Isaac C. Dizon his salary for
one month, $50. Store ezpenses, per Ezpense-Book, amount to
$4'7.00. Cash sales of snerchandise this month, $163.00. Mer-
chandise unsold, per inventory taken this day, amounts to
$8903.20.
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BOOK-KEEPING.

FORM FOR RETAILERS.
DousBLe ExtRY.

THE books necessary for this form are the Day-Book, Jour-
nal, Ledger, Petty Cash-Book, Monthly Cash-Book, Merchan-
dise-Book, Bank-Book, Bill-Book, and Expense-Book.

The Day-Book, Journal, Ledger, and Petty Cash-Book are
the same as those in the “Merchant’s Form,” Single Entry ;
also the manner of journalizing and posting. For directions, see
pages 69 to 72 inclusive.

Monthly Cash-Book is a book in which the sum total of the
receipts and disbursements of cash are entered daily from the
Petty Cash-Book; and at posting, the sum total for the month
of the debits is transferred to the Dr. side, and the sum total
of the credits to the Cr. side of the cash account, in the Ledger.

Merchandise- Book.—This book is kept to show the amount
paid and received for merchandise. Both the Dr. and Cr. sides
of this book are ruled with double money columns—for cash
purchases, and credit purchases; and for cash sales, and credit
sales. The amount of merchandise on hand commencing busi-
ness, also the amount of merchandise purchased, should be en-
tered, with the date, on the Dr. side of this book, “To Cash,”
“To Bills Payable,” or “To Sundries,” as the case may be; or
if purchased on credit, make it Dr. to the individual of whom it
was purchased.

If there should be several purchases on the same day, make
it Dr. to * Sundries” for the sum total.

Every night, at the close of business, the amount of the cash
sales for the day should be entered in the cash columns, on the
Cr. side of this book. At the close of the month, the credit
sales for each day should be added in the Day-Book, and en-
tered in the left-hand margin of said book, opposite the date
(being careful not to add any that are marked “Returned” in
the margin) ; from thence transferred to the credit columns of
the Cr. side of this book. At posting, the sum total of the

debits should be transferred to ihe Dr. side, and the sum total
L 241
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of the credits to the Cr. side, of the Merchandise account in the
Ledger.

At the time of balancing the books, by taking an inventory
of the merchandise unsold, and placing its value to the Cr. side
of the Merchandise account in the Ledger, the difference be-
tween the two sides of this account will show the gain or loss
on merchandise.

Baxk-Booxk.

This is a book usually given by banks to persons depositing
money with them. On the Dr. side is entered all sums de-
posited, with the date and name of the individual by whom de-
posited. This is done by the receiving clerk. At the close of
the month, the amount drawn out should be placed on the Cr.
side, and the book balanced.

The sum total of the deposits for the month should be
transferred to the Dr., and the amount checked out during the
month to the Cr. side of the bank account in the Ledger.

Bruis RECEIVABLE.

All written obligations for the payment of money, which you
hold against other individuals, are called Bills Receivable, and
should be entered in this book when taken. At the time of
posting the month’s transactions, the amount of bills received
during the month should be transferred to the Dr. side of the
Bills Receivable account in the Ledger; and the amount of all
such bills which have been redeemed should be transferred to
the Cr. side of the same account.

BiLis PaAvasLE.

All written obligations for the payment of money, which you
give to other persons, are called Bills Payable, and should be
entered in this book when given. At the time of posting the
month’s transactions, the amount of such bills given should be
transferred to the Cr. side of Bills Payable account in the
Ledger; and the amount of all such bills which have been

redeemed should be transferred to the Dr. side of the same
acoount,
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For form of Bill-Book, see p. 156-".

Ezpense- Book.—This is & book in which a memorandum is
kept of all sums paid orincurred by the merchant in conducting
his business; such as store rent, clerk hire, freight, cartage,
porterage, postage, advertising, fuel, &c., &c. At the close of
the month, the sum total of the expenses should be transferred
to the Dr. side of the Expense account in' the Ledger.

A memorandum of the transactions is given for the months
of February and March, which the learner may record in the
same manner as the month of January.

As this set of books is to be journalized the same as the
¢« Merchant’s Form,” Single Entry, we have omitted the Jour-
nal entirely, leaving it for the learner to journalize for himself;
and if he journalizes and posts correctly, his Ledger will agree |
with the Ledger in the book.

Note—The sums to be posted from elther the Cash-Book,
Merchandise-Book, Bank-Book, Bill-Book, or Expense-Book,
may, at the option of the book-keeper, be posted directly to the
Ledger, or entered in the Journal, after the Day-Book has been
journalized and posted from there to the Ledger.
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DOUBLE ENTRY.
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MEMORANDUM.
FEBRUARY

3d. Sold Jokn R. Smith, per wife, 9 yds. calico, at 12c.,
2 yds. Bishop lawn, at 44c., and 2 linen handkerchiefs, at 31c.;
James H. Hooker, 3 yds. gray cloth, at 15c. ; and bought of
him 28 lbs. butter, at 15c. 4th. Sold Berkley Gillett 50 Ubs.
sugar, at c., and 5 gals. molasses, at 40c. 5th. Sold William
F. Campbell, per wife, 10 yds. calico, at 12¢c. ; Henry L. Ful-
ton, 1 pair kid buskins, at $1.25, and 1 pair kid gloves, at 75c.
6th. Sold Lemuel Potter 28 yds. carpeting, at 15¢c. 8th. Sold
William W. Hart 1 satin vest pattern, at $3.25, 1 yd. cambric,
at 10c., 1 yd. white do., at 13c., and % doz. buttons, at 6c. 10th.
Sold William F. Campbell 2% yds. linen, at $1.00, 10 yds.
gingham, at 25¢c. ; and ke has paid me cash, $10.00. 11¢k.
Sold Eli B. Johnson, per wife, 10 yds. French merino, at
$1.25, 1} yd. cambric, at 10c., and 6 skeins silk, at 4c. ; Jokn
R. Smith, 8 yds. black cassimer, at $1.75, and 2% yds. factory,
at 10c. 12tk. Sold Henry L. Fulton 2 gals. lamp 0il, at
$1.00. 14th. Sold Berkley Gillett, per daughter, 8 yds. para-
metla, at 15¢., 1} yd. cambric, at 10c., and 2 skeins silk, at 4c.;
Lucius Clark, 15 1bs. nails, at bc., and 1 gal. lamp oil, at
$1.00. 17th. Sold Eli B. Johnson 3% yds. flannel, at 40c., 2
brooms, at 16c. ; and he has paid me cash, $8.00. 18th. Sold
Jokn R. Smith 50 lbs. sugar, at 8c., and 2 bs. Young Hyson
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BOOK-KEEPING.

tea, at "15c. ; Lysander Woodward, 9 yds. gingham, at 25¢., 4
1bs. coffee, at 15c¢., % Ib. cinnamon, at 44c., and 5 1bs. raisins, at
15c. 19th. Credited Townsend, Hamilton & Co. for mer-
chandise, per inventory, $274.00. Sold James H. Hooker 1
pair rubbers, at $1.13. 21st. Sold William F. Campbell 1
silk pocket handkerchief, at T5¢., and 1 cravat, at $1.50. 22d.
Sold Lucius Clark 8 yds. gingham, at 81c., and 1} yd. cam-
bric, at 10c. ; Henry L. Fulton, 5 bs. pulverized sugar, at 11c.
24th. Sold Lemuel Potter, per wife, 24 yds. calico, at 10c., 5
{bs. batting, at 123c., thread, at 6c.; and bought of him 5%
lbs. butter, at 16¢c. 26th. Sold William W. Hart 5} yds.
parametta, at 15¢c., 4 skeins silk, at 4c.; and he has paid me
cash, $7.50. 28th. Sold Levi S. Fulton 4 lbs. candles, at
124c., 53 lbs. butter, at 16¢c., and 1 1b. saleratus, at 8¢c. ; Wil-
liam F. Campbell, per wife, 1 set fine blue tea ware, at $3.50 ;
and bought of lim 56 lbs. dried apples, at 5¢.  Received from
McKnight & Pardee merchandise, per invoice, at $74.75 ; and
paid them cash, $50.00. Sold John R. Smith 2 bed cords, at
81c., and 2 yds. table linen, at 15¢. Eramined.

. MARCH

1st. Deposited in Commercial Bank, this day, $500.00. Sold
Henry L. Fulton 1 cravat, at $1.50, and 1 pair kid gloves, at
§1.00. William F. Campbell has paid me James Cone’s note,
due June 1st, for $9.50. Samuel Cummings paid me for 3
yds. gray cloth, at 15¢. 3d. Sold James H. Hooker, per wife,
6 yds. alpaca, at 15c¢., 1 yd. cambric, at 10c., and 2 skeins silk,
at 4c.; John R. Smith, per wife, 1 yd. black silk, at $1.25,
and 1 cord and tassel, at $1.00. 4th. Sold Berkley Gillett 1
pair kid gloves, at $1.00. 6th. Sold Eli B. Joknson 36 yds.
shirting, at 123c¢., 21 yds. linen, at $1.00, arnd 6 spools thread,
at 5¢. 'Tth. Sold William F. Campbell 1 whitewash brush, at
75¢., and 2 brooms, at 20c.; Lemuel Potter, 15 lbs. sugar, at
8c., 4 bs. coffee, at 15¢., 1 Ib. Young Hyson tea, at 75¢c., 1 1b.
saleratus, at 8c.; and bought of him 10% lbs. butter, at 15c.
8th. Sold Lucius Clark 16 yds. carpeting, at 15c., and 1 piece

binding, at 31c.; Henry L. Fulton, 9 yds. gingham, at 25c.,
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BOOK-KEEPING.

and 1 yd. cambric, at 10c. 10th. Sold Jokn R. Smith 1 satin
vest pattern, at $3.00, 1 yd. cambric, at 10c., and 1 yd. white
do., at 13c. 13th. Sold William F. Campbell 9 yds. carpeting,
at 50c., and 1 piece binding, at 81c. ; James H. Hooker, 8 linen
kandkerchiefs, at 44c., and 1 silk do., at 75¢. 14th. Sold Ly-
sander Woodward 9 yds. ticking, at 123c., thread, at 12¢. ; and
ke has given me his note at 30 days, to balance his account, for
$11.837. 15th. Sold Berkley Gillett 30 yds. bleached factory,
at 12%c., 2 yds. linen, at 15c., and 6 spools thread, at 5¢c. 18th.
Sold Lemuel Potter % yd. linen, at $1.00, and 1 pair gloves, at
44c. 20th. Lucius Clark has paid me cask, $10.00. Sold
William F. Campbell 1 vest pattern, at $1.75, 1 yd. cambric,
at 10c., and $ yd. wiggan, at 12c. 21st. Sold Berkley Qillett
9 lbs. sugar, at 10c., 4 lbs. rice, at 6c., and 4 lbs. coffee, at
12%¢. ; Eli B. Johnson, 1 looking-glass, at $6.00. 24th. Sold
James H. Hooker 3% lbs. soap, at 6¢c., and 10 Ibs. candles, at
123c. 26th. Sold Henry L. Fulton 24 yds. calico, at 10c., 3
bs. batting, at 12¢., and thread, at 10c. ; William W. Hart,
8 yds. ribbon, at 25c., and % yd. silk, at $1.00. 27th. Sold
Jokn R. Smith 10 lbs. nails, at 5c., 8 bs. cod-fish, at 4c. ; and
he has paid me cash, $15.00. 29tk. Sold Lemuel Potter 10
yds. French calico, at 18¢c.; Berkley Gillett, 10 lbs. crushed
sugar, at 1lc., and 1 1b. Young Hyson tea, at 15¢c.; Eli B.
Joknson, 1 pair morocco buskins, at $1.18. 31st. Henry L. Ful-
ton has paid me cash, $15.00. Sold William W. Hart10 yds.
curtain calico, at 15c.; Berkley Gillett, 2 yds. broadcloth, at
84.50, § yd. padding, at 88c., § yd. silk serge, at $1.18, 2 yds.
twist, at 4c. ; and ke has paid me cash, $20.00. Sold Levi S.
Fulton 10 1bs. sugar, at 10c., 9 yds. gingham, at 25¢c., 5 1bs.
raisins, at 15¢., 1 0z. nutmegs, at 13c., and 1 oz. cloves, at 12¢.
Ezamined. *
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INDEX AND LEDGER.

DOUBLE ENTRY.
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MonTaLY CAsH-BooK.

_The transactions for one month being sufficient to illustrate
the manner of keeping the Monthly Cash-Book, we will there-
| fore simply give the sum total of the regeipts and disburse-
ments for the remammg months; as follows: receipts—Febru-
ary, $912.50; March, &,1359.13; disbursements—February,
$351:80; March, $2,070.13, whidh should be posted to the
Cash account in the Ledger. For form see next page.

Fobruary.
4 for Hochandsso Sles ennn..-... $887.00
I . 25.50

F912.50

Gudd for Horchandise .......eeeuannnnne--.. F$78654
v eHelTnipht ff Prdso, on Aacoune..... 50.00
1 for Bopomaos eecceeeeaceaeeana 715.96
F551.80

Hlarch.
Pocovved for Herchandise Folo.............. #1,296.88
= S 69.25
* £7,559.45
= O — F142.50
Diepossted on Commecizl Hank.............. 1,800.00
Goiid for Floro Evfionseo..nnneen-n--....... 127.63

$2.070.13
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- *  MEeroBANDISE-BoOER.

The transactions for one month being sufficient to illustrate
clearly the manner of keeping the Merchandise-Book, we will
'| therefore merely give the sum total of the purchases and
sales the remaining months, as follows: purchases—February,
$614.91; March, $254.83 : sales—February, $989.05 ; March,
$1,389.73, which should be posted to the Merchandise account
in the Ledger. For form see next page.

Folruany.

Gecrohas60 for Cash.eeeeenennnnannnnnaeeaane $78654
“” 01 QDU aeeeeneeeeemeeemamnmn $56.68
P 7 U 71.74

£614.94

= /z 5% A £ 887.00

% 2 102.05
- #989.05
cHarckh.

Psrihasso for Gashe.eeeeeeennnennnnn-.. Fr48.50
7" on QACOURE e rem———— 1.58
“ onmy Y 770.95

£954.55

Fatos /s 72 A £7,296.88

= ———— 99.85
#1.589.72
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The transactions for one month will sufficiently illus-
trate the object and manner of keeping this book. The
store expenses for February were $115.26, and fcr
March $127.63, which should be posted to the Ex-
penso Account in the Ledger. ‘.
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PART THIRD.

BOOKS OF ACCOUNT.

IT is a well-established and salutary rule, that a person shall not
be permitted to testify for himself, or in other words, manufacture his
own testimony. Yet there is an exception to this rule. From the
necessity of some cases, the law allews a person to furnish testimony
for himself, by admitting his books of account, under certain restric-
tions, as evidence in his favor.

Such testimony, however, is liable to the strictest gcrutiny, and is
considered by courts as the most suspicious kind, and as little better
than the declarations of the party in his own favor.

To entitle a person’s books to be received in ewdence, he would
have to prove the following facts. :

1st. That he had no clerk. -

2d. That the books produced are his account-books.

3d. That some of the articles charged have been delivered.

4th. That he keeps fair and honest accounts; and this he must
show by those who have dealt and settled with him.

Account-books are not received as evidence of money lent, or
money received or expended for the use of another; nor are they
evidence of a single charge.

If the entries in a book were made by a clerk, and he be dead, on
showing that fact, and proving his handwriting, and that he was a
clerk of the party, such entries would be received as evidence.

BILLS OF EXCHANGE.

A Bill of Exchange is an open letter of request, addressed by one
person to a second, desiring him to pay a sum of money to a third, or
to any other to whom that third person shall order it to be paid; orit
may be made payable to bearer.

Bills of Exchange are very useful to business men, who wish to
send large sums of money to individnals living at a distance from

>
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BILLS OF EXCHANGE.

them. «If A, living in New York, w1shes to receive $1,000 which
B, in London, owes him, he applies to C, who is going from New
York to*London, to pay him $1,000, and take his order or draft on B
for that sum, payable at sight. A receives his debt by transferring it
to C, who carries his money across the Atlantic, in the shape of a Bili
of Exchange, without any danger or risk in the transportation ; and
on his arrival at London,. he presents the bill to B and is paid.”

The person who makes the bill is called the drawer ;» he to whom
it is addressed, the drawee; and when he undertakes to pay the
amount, he is then called the acceptor. The person to whom it is
ordered to be paid is called the payee; and if he appoint another to
- | receive the money, that other is called the' endorsee, as the payee is,
with respect to him, the endorser ; any one who happens for the time
to have the legal possession of the bill, is called the holder of it.

A bill is either foreigm or inland. It is called foreign when drawn
by a person in one state or country, upon one in another state or
country ; and inland, when both drawer and drawee reside in the same
state. 'These are generally termed drafs.

Foreign bills are usually drawn in sets; that is, copies of the bill
are made on separate pieces of paper, each part containing a con-
dition that it shall continue payable only so long as the others remain
unpaid. Whenever any one of a set is paid, the others are void ; for
the whole set constitute but one bill. The reason for drawing them
in sets is, that in case one part is lost or accidentally destroyed; the
other may, be received by the drawee.

OF THE REQUISITES OF A BILL.

A Bill of Exchange must always be in writing. It is not neces-
sary that it should be written in ink ; it may be in pencil mark. No
precise form of words is necessary. It will be sufficient if it contain
an order or direction by one person to dnother, to pay money to a
third. It must be for the payment of money, and money ouly; and
the sum to be paid must be payable absolutely and at all events, and
must not depend upon any circumstance that may, or may not hap-
| pen; the exact sum also must be inserted. The place where, and on
which it is drawn, should, in general, appear upon the face of the
bill ; there should also be a date, though its omission would not ren-
der the bill invalid. The time when bills are payable should be fixed;
usually they are drawn payable at a certain time after date or after
sight; that is, after acccptance. \

It is not essential to the validity of a bill that it be negotiable, or
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that it contain the words ¢ yalue received,” although in many cases
it is highly important that these words be inserted.

OF THE OBLIGATIONS OF PARTIES.

The drawer’s undertaking in a Bill of Exchange is, that the
drawee, upon due presentment to him, shall accept such bill, and pay
the same when due ; and that if the drawee do not accept it, or pay it
when due, he will pay the amount of the bill to the holder, together
with certain damages which the law allows ; provided he is duly noti-
fied of such non-payment.

It is the payee’s duty, if the bill remain in his possession, to pre-
sent it to the drawee for accepfance and for payment at the proper
time and place, and in case the drawee refuse to accept or pay, to
give notice without delay to the drawer of such refusal. If the payee
endorse the bill, his undertaking,.in regard to all subsequent holders,
is exactly the same as the drawer’s.

The obligations of the endorsee or holder, are the same as those of
the payee previous to his endorsing the bill. |

The acceptor undertakes, and is bound to pay the bill, according to
the tenor of the acceptance, when it becomes due, and upon due pre-
sentment thereof. In short, all those who have signed, accepted, or
endorsed a bill of exchn.nge, are jointly and severally liable upon it to
the holder.

OF TRANSFER.

A bill which does not contain a direction or request to pay to the
order of the payee or to the bearer, is not negotiable or transferable, so
as to render the drawer or acceptor liable to the person to whom it is
transferred, though the payee would be liable on his endorsing such a
bill, and the endorsee could recover against him. -

A bill which is made payable o order, is transferable only by en-
dorsement ; but if payable to bearer, it is transferable by mere deliv-
ery. Endorsements are of two kinds—ablank, and full or special en-
dorsements. A blank endorsement is made by the mere signature of
the endorser on the back of the bill ; and if it be the signature of the
payee, its effect is to make the bill thereafter payable to bearer.

An endorsement in full expresses in whose favor the endorsement
is made. Thus an endorsement in full by A. B. is usually in this
form: “Pay C. D. or order,” and signed “A. B.” Its effect is to
make the bill payable to C. D., or his order only.

* An endorsee has a right to convert a blank endorsement into a
special one, by writing over the signature the necessary words; and
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on the other hand he may convert a special into a blank endorsement,
by striking out the words that made it an endorsement in full.

OF PRESENTMENT FOR ACCEPTANCE.

If a bill be drawn payable at sight, or at a certain period after sight,
or after demand, it is absolutely necessary that the holder present it
to the drawee for acceptance. For until such presentment there is
no right of action against any party ; and generally, unless it be made |'
within a reasonable time, the holder loses his remedy against the an-
tecedent parties.

OF ACCEPTANCE.

An Acceptance is an engagement by the drawee to pay the bill
when due. It may be general or conditional, and either before or
after the bill is drawn. It must be in writing, though no precise form
is necessary ; any written words clearly denoting an intention to ac-
cept the bill are sufficient.

The holder is entitled to require {from the drawee an absolute en-
gagement to pay according to the tenor of the bill, unencumbered
with any condition or qualification. If the drawee refuse to give the
holder a general and unqualified acceptance, he. may treat the bill as
dishonored.

A bill is said to be honored when it is duly accepted ; and when ac-
ceptance or payment is refused, it is said to be dishonored.

OF PROCEEDINGS ON NON-ACCEPTANCE.

Immediately upon the dishonor of a bill, by the refusal of the
drawee to accept it, it is in general the indispensable duty of the
holder to have the bill duly protested, and notice of such dishonor and !
protest given to the antecedent parties to whom he intends to look for
indemnity.

The protest is generally drawn up by & notary public; it is a solemn
declaration against any loss to be sustained on the part of the holder
by the non-acceptance or non-payment “of the bul. In respect to in-
land bills a protest is not absolutely necessary, although it is usual ;
notice of their dishonor, however, must be given by the holder to the
antecedent parties, in order to make them responsible.

Upon non-acceptance of a bill, if due notice thereof has been given
to the antecedent parties, the ho]der can insist upon immediate pay-

- | ment of the bill from them.

280




BILLS OF EXCHANGE.

-
OF PRESENTMENT FOR PAYMENT.

If the bill’has been duly accepted, it is the duty of the holder to
present it to the acceptor for payment on the very day on which it
becomes due ; and if the bill was accepted payable at a particular
place, the holder is bound to make a demand of payment at that place.
For, if the holder neglect to present the bill at such time and place,
he cannot recover against the drawer or endorscr in case the acceptor
refuses payment.

In determining when a bill becomes due, days of grace, as they are
called, must be allowed. In this country three days grace are given
on all bills except those payable on demand. Demand of payment
must not be made, therefore, until the third day of grace, unless such
day be Sunday, Fourth of July, or some other holiday, in which case
demand must be made on the second day of grace.

OF PROCEEDINGS ON NON-PAYMENT.

The duties of the holder, upon dishonor of a bill by non-payment,

.are the same as upon dishonor by non-acceptance. He must make

due protest for non-payment, and give due notice of the dishonor to
the other parties to the bill ; in which case the holder is entitled to a
full satisfaction of all damages sustained by him by reason of the dis-
honor, against such other parties to the bill ; but if he neglect to do
this the antecedent parties are discharged from all liability to tue
hoder.

OF PAYMENT AND OTHER DISCHA\RGES.

The acceptor being primarily liable on a bill of exchange, it is evi-
dent that a payment by him to the holder discharges all the other
parties from liability on the bill, provided the payment is made with-
out knowledge of any infirmity in the title of the holder, and the
names of the parties to the bill are not forgeries. Payment by the
acceptor should be made at maturity, and not before. :

The drawer and endorsers will be discharged from liability by a
valid and binding agreement (in which they do not concur) between
the holder and acceptor, whereby time is given to the acceptor for the
payment of the bill after it is due. ’

A discharge to the acceptor, we have scen, is a discharge to all the
parties to the bill ; but a discharge to an endorser is no discharge to
the prior endorsers, though it is to the subsequent endorsers.
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FORM OF A SET OF BILLS 01; EXCHANGE.

Exch. $1,000. New York, Jan. 1, 1842

Thirty days after sight of this, my first of exchange, (second aad
third unpaid,) pay to the order of H. B. Williams & Co. one thousand
dollars, and place the same to my account.

L.S. F.
To Messrs. Jones & Clark,
New Orleans.

Exch. $1,000. New Yorr, Jan. 1, 1848.
Thirty days after sight of this, my second of exchange, (first and
third unpaid,) pay to the order of H: B. Williams & Co. one thousand

dollars, and place the same to my account.

L.S. F.
To Messrs. Jones & Clark, \
New Orleans.

Exch. $1,000. New York, Jan. 1, 1848.

Thirty days after sight of this, my third of exchange, (first and
second unpaid,) pay to the order of H. B. Williams & Co. one thou-
sand dollars, and place the same to my account.

. L.S. F.
To Messrs. Jones & Clark,
New Orleans.

FORM OF A DRAFT OR INLAND BILL.

$500. = Lvons, Jan. 1, 18a8.
Ten days from sight pay to the order of Nathan Brittan five hur~
dred dollars, value received, and place the same to my account.

/ L. S. F
To H. M. Richardson,
Rochester.

PROMISSORY NOTES.

A promissory note is an engagement in writing to pay a certain
sum of money mentioned in it to a person named, or to his order, or
to such person or bearer.

A note, in its original form of a promise from one person to pay a
sum of money to another, bears no particular resemblance to a bill of
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exchange ; but when it is endorsed there.ig a very great resemblance,
for then it is an order by the endorser to the maker of the note, to pay
the money to the endorsee. The endorser of the note corresponds. to
the drawer of the bill; the maker to the drawee or acceptor ; and the
endorsee to the payee. The rights and obligations of these correspond-
ing parties are nearly or quite the same. It will not be necessary,
therefore, to repeat all the rules that are applicable to, and govern the
parties to a promissory note; we will, however, state the principal
ones. And first, of the requisites of promissory notes.

No precise form of words is necessary to constitute a valid promis-
sory note. A promise to account for a certain sum, or an acknowl-
edgment of indebtedness for value received, is sufficient.

Like bills of exchange, they must be for the payment of money
only, and not for the performance of some other act; and the amount
to be paid must be fixed and not variable, and must, not depend upon
any contingency, but must be payable absolutely and at all events. -

There should be no uncertainty as to the person by. whom or to
whom it is payable. Therefore a note payable to A. B.,or to C. D.,
is not a valid promissory note.’

A note payable to bearer generally, or to the payee or bearer, is
transferable by mere delivery ; and possession of such a note is prima
facie proof of title. But if a note be drawn payable to the order of
the payee, the title will pass only by the endorsement of the payee ;
and if the endorsement be in full, the title passes to the person named
therein; but if it be in blank, it passes to the holder by delivery
merely. .

To make a note payable at a particular place, it is not sufficient
that there be & memorandum of the place at the bottom or margin
thereof, but it must be expressed in the body of the note itself, and
form a part thereof.

The words “ value received” are not essential to the vahdxty of a
promissory note, although they should be inserted.

A note may be made by two or more persons; and in that case
may be joint, or joint and several, according to its form. The makers
of a joint and several note may be sued upon it either jointly or sep-
arately ; and if sued separately, a recovery of judgment (without satis-
faction) against one will not be a bar to a recovery against another
maker. But the makers of a joint note should be sued jointly ; for if
they are sued separately the action can be defeated by a plea in
abatement of the non-joinder of the other maker or makers.

A note signed by two or more persons written thus, “ We promise
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to pay, &c.,” is a joint note only; otherwise, if the words * jointly
and severally” be added. A note written “I promise to pay,” &ec.,
signed by two or more persons, is a joint and several note.

If a person, at the time a negotiable note is made, write on the back
of it, “ I guaranty the payment of the within note,” he will be treated
as a joint and several promiser with the maker thereof, and not as a
mere guarantor. But if the endorsement be made at a subsequent time,
or be a guaranty of collection instead of payment, the endorser would
be considered as a guarantor; a consideration, however, in these last
cases, must be expressed ; that is, the words “ for value received”
should be inserted in the endorsement.

If a note be endorsed thus, “ For value received,” or “ For a valu-
able consideration, I guaranty the coilection of the within note,” the
guarantor would not be liable upon it, unless the holder showed a
diligent attempt to collect it.

An agreement for g valid consideration, extending to a principal the
time of payment of a debt, discharges the sureties. But an agrec-
ment for delay, made without consideration, between the principal
debtor and the creditor, will not discharge the surety ; nor will neg-
ligence of the creditor in calling upon the principal for payment dis-
charge the surety, unless he be damnified by such negligence.

All who have signed or endorsed a note, are jointly and severally
liable to the holder. =

CONSIDERATION.

A valuable consideration is necessary to support a promissory note.
A consideration founded in mere love or affection is not sufficient.
Thus, a note drawn as a gift to a son or other relative, or to a friend,
cannot be enforced as between the original parties.

A mere moral obligation, though coupled with an express promise,
is not sufficient consideration to support a note. A consideration
which the law esteems valuable must exist, in order to furnish a just
foundation for an action. '

A note will be void; as between the original parties, if founded
upon fraud or duress, or where undue advantage wasa taken to obtain
it of the maker; as, for instance, getting the maker intoxicated for
the purpose of obtaining his note.

Illegal consideration also will render a note void; as, when a note
is given for the perpetration or concealment of a crime, or for a wa-
ger, or whencver the consideration is founded upon a transaction
against sound morals, public palicy, public rights, or public interests.
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There are, however, but two cases in which a note is void in the
hands of an innocent endorser for a valuable consideration; and these
cases are, when the consideration in the note is money won at a
play, or where the note is given for a usurious debt.

OF PRESENTMENT FOR PAYMENT.

The contract of the maker being to pay the note upon due pre-
sentment at maturity, in order to charge the endorsers it is the duty |-
of the holder to demand payment of the maker on the very day on
which by law the note becomes due; and unless the demand be so
made the holder loses his remedy, against the endorsers, although the
maker would still be liable. The rules that were given to determine
when bills of exchange become due apply as well to notes. Three
days grace are allowed on all notes except those payable on demand,
and those in which no time of payment is expressed ; onsuchnodays
of grace are allowed.

When a note is made payable at any particular place, as, fori mstance,
at a certain bank, due preséntment must be made at that place in or-
der to render the endorsers liable in case of non-payment. Notes
payable at a particular bank, are genera.lly left with that bank for
payment.

If the note is payable generally, without any specification of place,
the holder may present it for payment to the maker wherever he may
be found ; but it is not absolutely necessary that a personal demand
be made; a demand at the maker’s place of abode or business, is a
good demand in some cases. The holder must use reasonable dili-
gence in finding the maker, or his place of abode, or place of business,
in order.to charge the endorsers. But the maker is liable without
such demand.

- PROCEEDINGS ON NON-PAYMENT.

No protest is required to be made upon the dishonor of a note ; al-
though it is common to protest them for non-payment, especially in
commercial towns. Butin every case of the dishonor of a note, it is
the duty of the holder to give due notice thereof to all the prior parties
on the note to whom he means to look for payment; for the holder
cannot recover against a party to whom he has failed to give due no-
tice of the dishonor.

OF PAYMENT.

If the maker makes due pa}ment of a note to a bona fide holder,
it will amount to a complete discharge of all other parties thereto.
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But when payment is duly made by an endorser to the holder, such
endorser, as a general rule, will retain his right to recover over
against all the antecedent parties to the note, until he has received a
full indemnity ; such payment, however, will discharge all the endor-
sers subsequent to himself.

INTEREST.

Interest is recoverable on a promissory note in which there is no

special agreement to pay interest, from the time when the principal |.

becomes due, or ought to have been paid. A note payable on demand
carries no interest till a demand is made, either by suit or otherwise,
unless there is an agreement to pay interest. A note not on demand,
in which no time of payment is mentioned, draws interest from date.

Whenever there is a special agreement to pay interest, that is,
when the words “ with use,” or “ with interest,” &c., are contained in
the note, it draws interest, of course, according to such agreement or
contract.

A-note is said to be outlawed in six years from the time it becomes
due. The statute requires that all actions founded upon any instru-
ment or contract not under.seal, must be commenced within six years
next after the cause of action accrued, and not after.

FORMS OF PROMISSORY NOTES.

(&)
Nine months from date, for value received, I promise to pay H. M.
Richardson, or bearer, one hundred dollars with interest.
L. 8. Famsrock.
Lyons, Aug. 1, 1848

(2)
On the first day of January, 1849, for value received, I promise to
pay L. S. Fulton, or order, one hundred dollars.
’ SamuerL Toox.

@3)
On demand, for value received, I promise to pay H. M. Richardson,
or bearer, one hundred and ninety-two dollars and sixty cents.
Arex. HaMmLToN.

Lyons, Jan. 1, 1848.
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4)
For value received, I promise to pay L. S. Fulmn, or order, one
hundred and fifty dollars.
Jcax Jones.
Lyons, Aug. 1, 1848,

CY)
Ninety days after date, for value received, I promise to pay H. M.
Richardson, at the Bank of Geneva, one hundred and twenty-five |
dollars.

S. S. Samesox.
Lyons, Ang. 1, 1848.

' ‘ (6
JOINT NOTE.

Three months after date, for value received, we jointly and several-
ly promise to pay to the order of L. 8. Fulton one hundred dollars
with interest.

SAMUEL Smson.

JAMES JAMESON.
Lyons, Aug. 1, 1848.

(7).

DUE-BILL.

Due, Lyons, Jan. 1, 1848, Levi S. Fulton one hundred and forty-
seven dollars.
SAMUEL SaMMERS.

Notes Nos. 1, 4, 6, and '7 draw interest from their date ; Nos. 2 and
5 from the time of payment mentioned in them; and No. 3 from the
f me a demand is made.

s

CHATTEL NOTES.

‘We have seen that in order to constitute a promissory note it must
pe for the payment of money only; if then a note be payable other-
wise than in money, it is cal 2d a chattel note. Chattel notes are not
negotiable, and cannot be sued except in the name of the payee. No
days of grace are allowed upon them. ,

It is the duty of the maker of a chattel note paynble in specific
articles, at a place mentioned in the note, to tender the articles at that
place, and at the time the note becomes due. If the maker neglect to
make such tender, he will be liable to the payee to pay him the
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amount of the note in money. But if, on the other hand, the maker
tender the articles mentioned in the note, at the proper time and place,
according to the contract, and the creditor neglects or refuses to re-
ceive them, the debt is thereby discharged ; but the right of property
in the articles tendered passes to the creditor. The debtor may aban-
don the goods tendered ; but if he elects to retain possession of them,
he will be considered as bailee of the creditor at his (the creditor’s)
risk and expense. The relation of debtor and creditor would in such
case be changed to that of bailor and bailee.

There is a difference as to tender between portable and cumbrous
articles. With respect to the former, a tender as above must be
made ; as to the latter, it will be sufficient if the debtor offer to deliver
as the creditor shall direct.

FORMS OF CHATTEL NOTES.

Three months after date, I promise to pay C. D., or order, one hun-
dred bushels of good merchantable wheat, to be delivered at the resi-

dence of said C. D.
A. B.

Rochester, August 1, 1848,

$75. .
Four months from date, I promise to pay to C. D., or bearer, at my
place of residence in this city, seventy-five dollars worth of sound awl
merchantable winter apples.

A. B.

Rochester, August 1, 1848.

CHECKS ON BANKS AND BANKERS.

A Check is a written order addressed to a bank, or to persons car-
rying on the business of bankers, by a person having money in their
hands, requesting them to pay to another person, or to his order, a
certain sum of money mentioned in the check.

Checks differ from Bills of Exchange in the following respects :

1st. They are always drawn on a bank, or on bankers, and are pay-
able immediately on presentment, without any days of grace.

2d. They require no acceptance as distinct from payment.

8d. They are always supposed to be drawn upon a previous dgpos-
ite of funds.

In order to make the drawer liable, in case the check is dishonored,
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the holder must present it for payment within a reasonable time, and
if dishonored, must give the drawer notice thereof within a reasonacle
time also.

CHEOK.
August 1, 1848.
Cashier Rochester City Bank, pay H. M. Richardson, or bearer,
two thousand five huridred dollars.
R. L. Bravron.
$3,500.
RECEIPTS.

A receipt in full, though strong evidence, is not conclusive; anda
party signing such receipt will be permitted to show a mistake or er-
ror therein, if any exist.

Receipts for the payment of money are open to examination, and
may be varied, explained, or contradicted, by parol testimony.

GENERAL FYORM OF A RECEIPT ON ACCOUNT.

$s0. Rocnzsrer, August 1, 1848.
Received of C. D. fifty dollars, to apply on his account.
A.B.

RECEIPT IN FULL.

$110 10. Rocuxsrer, August 1, 1848,
Received of C. D. one hundred ten dollars and ten cents, in full of
all demands against him. A B

RECEIPT FOR MONRY PAID BY THIRD PERSONS.

$100. Reonxsrze, August 1, 1848,
Received of C, D., by the hand of E. F., one hundred dollars, to
apply on account of said C. D. AB
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RECEIPT FOR MONEY ON BOND.

$200. Rocuester, August 1, 1848.
Received of C. D. two hundred dollars, to apply on his bond, dated

the —— day of , 18—, being the same sum this day endorsed
on said bond.
A. B.
RECEIPT FOR INTEREST MONEY.
$110. RocHesTER, August 1, 1848.

Received of C. D. one hundred and forty dollars, being the annual
interest due on his bond, dated the —— day of , 18—, given to
me, (or to E. F.,) and conditioned for the payment of the sum of
dollars in —— years from date, with annual interest.

A. B.

BRECEIPT TO BE ENDORSED ON BOXND.

$140. RocHEsTER, August 1, 1848.
Received of C. D. one hundred and forty dollars, being the annual
interest due on the within bond, and the same sum this day receipted

by me to the said C. D.
A. B.

ucxmmnamorfmnmnson.
Rocazsrer, August 1, 1848.
Received of C. D.a promissory note against E. F., (dated April 4th,
1847, and on which there is due one hundred dollars,) which, when
paid, shall be in full of all demands against the said C. D.

A. B.

BONDS.

A Bond is the acknowledgment, under seal, of a debt, duty, or
obligation ; and it is immaterial what mode of expression is used,
provided the language be sufficient to establish an acknowledgment of
a debt. -

Every bond, in itself, imports a consideration ; and a failure of the
consideration is not a good defence to an action brought on the bond.
Fraud, however, or an illegal consideration, will invalidate a bond.
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Wax, or some other tenacious substance, is necessary in order to
make a legal seal, except it be the seal of a court or public officer.

COMMON FORM OF A BOKD.

Know all men by these presents, that I, A. B., of the town of
in the county of , and State of New York, am held and firm-
ly bound unto C. D., of &c., in the sum of one thousand dollars, law-
ful money of the United States of America, to be paid to the said C.
D., his executors, administrators or assigns ; for which payment, well
and truly to be made, I bind myself, my heirs, executors and adminis-
trators firmly by these presents.

Sealed with my seal. Dated this —— day of
eight hundred and

The condition of the above obligation is such, that if the above
bounden A. B., his heirs, executors or administrators, shall well and
truly pay, or cause to be paid unto the above named C. D., his execu-
tors, administrators or assigns, the just and full sum of five hundred
dollars, in five equal annual payments from the date hereof, with an-
nual mterest, then the above obligation to be void ; otherwise to re-
main in full force and virtue.

Sealed and delivered in }

, one thousand

the presence of

A.B. [r.s]
G. H.

CHATTEL MORTGAGES.

Every mortgage, or conveyance intended to operate as a mortgage,
of goods and chattels, which shall not be accompanied by an immedi-
ate delivery and continued change of possession of the things mort-
gaged, is absolutely void, as against the creditors of the mortgagor,
subsequent purchasers, and mortgagees in good faith, unless the mort-
gage, or a true copy thereof, be filed in the office of the clerk of the
town where the mortgagor resides at the time of the execution
thereof.

Within thirty days next preceding tire expiration of a year from the
filing a chattel mortgage as aforesaid, a true copy of such mort~
gage, with a statement exhibiting the interest of the mortgagee in the
property mortgaged, should again be filed with such clerk.

After default in the payment of a chattel mortgage the mortgagee’s
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title to the property mortgaged becomes absolute at law, and he is en-
titled to the immediate possession thereof.

CHATTEL MORTGAGE.

This indenture, made the —— day of , between A. B., of
, of the first part, and C. D., of , of the second part,
witnesseth : That the said party of the first part, in consideration of
the sum of dollars, to him duly paid, hath sold, and by taese
presents doth grant and convey to the said party of the second part,
the following described goods, chattels, and property, (describe them
particularly, or refer to them in the schedule,) now in my possession,
at the of aforesaid ; together with the appurtenances,
and all the estate, title, and interest of the said party of the first part
therein.

This grant is intended as a security for the payment of one hun-
dred and ten dollars, with interest, on or before the expiration of one
year from the date hereof; and the additional sum of one hundred
and forty dollars, with interest, on the —— day of » 18—; which
payments, if duly made, will render this conveyance void.

In witness whereof the said party of the first part hath hereunto set
his hand and seal, the day and year first above written.

Sealed, signed, and delivered ;

in presence of A.B. [r.s]

G. H.

BILL OF SALE.

A Bill of Sale is a written contract, or agreement, transferring and
assigning the ownership of personal property, or any interest in the
same. If fraudulent, as against third persons, it is void, -

COMMORN BILL OF SALE.

Know all men by these presents, that I, A. B., of the town of ———,
in the county of ,and State of New York, of the first part,
for and in consideration of the sum of dollars, lawful money of
the United States, to me in hand paid, at or before the ensealing and
delivery of these presents, by C. D., of &c., of the second part, the
receipt whereof is hereby acknowledged, have bargained and sold, and
by these presents do grant and convey, unto the said party of the sec-
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-~

ond part, his executors, administrators, and assigns, (here state the
property sold,) to have and to hold the same unto the said party of the
second part, his executors, administrators, and assigns forever. And
I do, for myself, my heirs, executors, and administrators, covenant and
agree, to and with the said party of the second part, his executors,
administrators, and assigns, to warrant and defend the sale of the said
property, goods, and chattels, hereby made unto the said party of the
second part, against all and every person and persons whomsoever.
In witness whereof I have herennto set my hand and seal this
day of , one thousand eight hundred and

Signed, sealed, and delivered }

in presence of
G. H.

A.B. [L.s.]

POWER OF ATTORNEY.

A Letter, or Power of Attorney, is a written delegation of authority
by which one person enables another to do an act for him.

When a power is special, and the authority limited, the attorney
cannot bind his principal by any act in which~he exceeds that au-
thority ; but the authority of the attorney will be so construed as to
include all necessary means of executing it with effect.

When the power is in writing, and subject to the inspection of the
party, no good reason exists for binding the principal beyond the
scope of it; though in general he who employs an agent or attorney
shall lose by his fraudulent or illegal acts, in preference to an inno-
cent third person.

GENERAL FORM OF POWER OF ATTORNEY.

Know all men by these presents, that I, A. B., of , in the
county of , and State of New York, have made, constituted,
and appointed, and by these presents do make, constitute, and appoint
C. D., of &c., my true and lawful attorney, for me, and in my name,
place, and stead, to (set forth the subject matter of the power;) giving
and granting unto my said attorney, full power and authority to do
and perform all and every act and thing whatsoever requisite and
necessary to be done in and about the premises, as fully, to all intents
and purposes, as I might or could do if personally present, with full
power of substitution and revocation, hereby ratifying and confirming
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DEEDS.

all that my said attorney or his substitute shall lawfully do or cause
to be done by virtue thereof.
In witness whereof I have hereunto set my hand and seal, this ——

day of , in the year one thousand eight hundred and —.
Sealed and delivered in
the presence of A.B. [rs.]
G. H.

BEVOCATION OF A POWER OF ATTORNEY.

Know all men by these presents, that whereas I, A. B., of &c., in
and by my letter of attorney bearing date the —— day of ,in the
year one thousand cight hundred and ———, did make, constitute,
and appoint C. D., of &c., my true and lawful attorney, for me, and
in my name, to &c., (here copy the language of the Letter of Attorney,)
as by the said letter will more fully appear: now know ye that I, the
said A. B,, have revoked, countermanded, annulled, and made void,
and by these presents do revoke, countermand, annul, and make void,
the said letter of attorney, and all power and authority thereby given,
or intended to be given, to the said C. D.

In witness &c., (as in Letter of Attorney.)

DEEDS.

All instruments under seal are deeds; but the term “deed” is
generally understood as applying to conveyances of land.

The consideration of & deed may either be good or valuable. A
good consideration is founded upon natural love and affection between
near relations by blood ; a valuable consideration is founded on some-
thing deemed valuable, as money, goods, service, or marriage.

Every deed or contract is void when made for any fraudulent pur-
pose or in violation of law.

A SIMPLE DEED.

This Indenture, made the —— day of ————, in the year of our Lord
one thousand eight hundred and , between A. B., of &ec., of the
first part, and C. D., of &c., of the second part, witnesseth : That the
said party of the first part, for and in consideration of the sum of
dollars, to him in hand paid by the said party of the second part, the
receipt whereof is hereby acknowledged, hath bargained and sold,
and by these presents doth bargain and sell, unto the said party of the
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DEEDS.

second part, and to his heirs and assigns forever, all (here describe the
premises ;) together with all and singular the hereditaments and ap-
purtenances thereunto belonging, or in anywise appertaining; and
the reversion and reversions, remainder and remainders, rents, issues,
and profits thereof ; and also all the estate, right, title, interest, claim,
or demand whatsoever, of him, the said party of the first part, either
in law or equity, of, in, and to the above bargained premises, and to
every part and parcel thereof: to have and to hold to the said party
of the second part, his heirs and assigns, to the sole and only proper
use, benefit, and behoof of the said party of the second part, his heirs
and assigns forever.

In witness whereof the said party of the first part has hereunto set

his hand and seal, the day and year first above written.

Sealed and delivered in
presence of
G. H.

A.B. [Ls]

QUIT-CLAIM DEED.

Know all men by these presents, that we, A. B., of &c., and E.,
the wife of the said A. B., in consideration of the sum of , to
us in hand paid by C. D., of &c., the receipt whereof we do hereby
acknowledge, have bargained, sold, and quit-claimed, and by these
presents do bargain, sell, and quit-claim, unto the said C. D., and to
his heirs and assigns forever, all our, and each of our right, title, in-
terest, estate, claim, and demand, both at law and in equity, and as
well in possession as in expectancy, of, in, and to all that certain
piece or parcel of land situate, (here give description,) with all and
singular the hereditaments and appurtenances thereunto belonging.

In witness whereof we have hereunto set our hands and seals, the
day and year first above written.

Sealed and delivered in }

A.B. [ns]

presence of E.B. [r.s)]

G. H.
WARRAKTY DEED.

To all people to whom these presents shall come, greeting : Know
ye that I, A. B, of &c., for the consideration of dollars, re-
ceived to my full satisfaction of C. D., of &c., do grant, bargain, sell,
and confirm unto the said C. D., his heirs and assigns, all (here give
description ;) to have and to hold the ebove granted and bargained
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MORTGAGE.

premises, with the appurtenances thereof, unto the said C. D., his
heirs and assigns, to his and their own proper use and behoof forever.
And I do for myself, and my heirs, executors, and administrators,
covenant with the said C. D., his heirs and assigns, that at and until
the ensealing of these presents, I am well seized of the premises, as
a good and indefeasible estats in fee simple, and have good right to
bargain and sell the same, in manner and form aforesaid ; and that
the same is free from all encumbrance whatsoever.’

And further, I do by these presents bind myself, and my heirs, to
warrant and forever defend the above granted and bargained prem-
ises, unto the said C. D., his heirs and assigns, against all claims
and demands whatsoever.

In witness whereof I bave hereunto set my hand and seal, the ——
day of ,in the year one thousand eight hundred and

Sealed and delivered in %

presence of A.B. [r.a.]

G. H.

MORTGAGE.

This Indenture, made the —— day of , in the year of our Lord
one thousand eight hundred and , between A. B., of &c., of the
first part, and C. D., of , of the second part, witnesseth : That
the said party of the first part, for and in consideration of the sum of
dollars, doth grant, bargain, sell, and confirm unto the said
party of the second part, and to his heirs and assigns, all (descrip-
tion ;) together with all and singular the hereditaments and appur-
tenances thereunto belonging, or in anywise appertaining. This
conveyance is intended as a mortgage, to secure the payment of the
sum of dollars in years from the date of these presents,
with annual interest, according to the conditions of a certain bond,
dated this day, executed by the said A. B. to the said party of the
second part; and these presents shall be void if such payment be
made. But in case default shall be made in the payment of the prin-
-’cipa.l, or interest, as above provided, then the party of the second
part, his executors, administrators, and assigns, are hereby empower-
ed to sell the premises above described, with all and every of the ap-
purtenances, or any part thereof, in the manner prescribed by law;
and out of the money arising from such sale, to retain the said prin-
cipal and interest, together with the costs and charges.
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A. 8. BARNES & COMPANY 8 PUBLICAY. ONs.

Fulton & Eastman’s Book-keeping.

A PRACTICAL SYSTEM OF BOOK=KEEPING.

BY LEVI 8. FULTON & G. W. EASTMAN.
: By Single and Double Entry.

Somiaining three distinct forms of Books, adapted for the Farmer, Mechams
amd Merchant—to which is added a variety of useful ferms for practiea.
wee viz.: Notes, Bills, Drafts, Receipts, &c., &c. Also a Compendium eof
Ru.es of Evidence applicable to Books of Account, and of Law in reference
wo the Collection of Promissory Notes, &c.

BOOK-KEEPING BLANKS. (Two Nos. in a sex.)
Adapted to Fulton & Eastman’s Book-keeping.
Tho use of these Blank Books will be found very important in familiarizing the schelsy
with the forms requisite to the keeping of accounts according to Fulton & Eastmaat
system.

“1 have enmlned with much mﬁd‘wﬂon Iﬁllum & Eastman'a §yamm of Book-
Keeping, and take e in enda and
others. It is simple and easily reduced o , and i
b0 the wants of the_community for whlcﬁ it is designed. The plan for Merchante
Books, whlch I exammed mors critically than other gordons of the work, is very neat

t, and ical, and must ensur of accuracy in keeping ao
wlmtn.”—Elvah Botwm, Book-keeper for John JK. French & Co., Rochestery N. Y,

“I have examined Messrs. Fulton & E: ’s ¢ Practical Sy of Book-Keeping
and am pleased with the work. As a branch of Education, Book-Keeping is we&
desorving a high estimation; and, I will add, there is none of equal importance am
atility more generall; xﬁleeted, particularly in our public schools. The work is plain,
simple, and comprehensive, and well adapted to meet the wants of the business com-
munity. In many respects I decm it superior to any other work of the kind \mh
which I am acquainted. I shall reeommend it to the schools under my charge.”—
John T. Mackenzie, Town Superi:

“FurTon & EAsTMAN’S Boox-KEEFING.~+We had supposed that, in the multiplicity
of works on Book-Keeping, hardly any thing valuable renwmined to be suggested by
later authors, should any such present themselves. But‘we hcve been convinced ol
our short-sightedness in examining the work with the above title, now before us. The
work is pnncl ally designed for schools—for hools—-but should be in the

* hands of every armer, echanic, and Merchant in the land. It opens with a system
of wooum-keeplng for farmers. followed by one fur mechanics, and this, in turn, by an
and ive system of mercandle Book-kgzpmg, which, for its sioe-
plicity, and time and labor saving propeni es, possesses
syviemas with which we are acquainted.”— Wayss Co. Whig.

vantages over all othee

*We are very much pleased with the design and execution of this work. [t is ex
eoedingly practical; being by single entry, containing three different forms of books,
for the Farmer, the Merchnnt, and Mechanic. To these are added notes, bills, drm

ts, and a comp of rules of evidence applicable to books of account,
of law in reference to the collection of promissory notes. A work of such a character,
and of so much practical value, speaks for itself, and stands in necd of no commendar
tion from us to ensure it a large sale among all classes.”—.4lbany Spectator.

] ghould think it ad ly adapt ‘ua'l‘ext-Bootﬁ)rschooll,mdtheMyoll
of m.ch greater importance “than it has hitherto been considered. 1 hardly know
wh «ther the Book is of mare importance to scholars in schuwol, or to Farmers, Mechan-
ios or business men. The system, to which is added a variety of useful ¢ Formae’
wtich most business men have occasion to use more or less, is cortainly well worth
[ muoﬂhlmf to any man transacting business to the amount of tweunty-fve

a year.”- -E. L. Joncs, Book-keeper, Mickigan.




A. 8. BARNEE® & COMPANY 8 PUBLICATIONS,

Fulton & Eastman’s Penmanship.

FULTON & EASTMAN’S PENMANSHIP,

Hlwstrated and expeditiously taught by the Use of a Series of Chirographls
Charts, a Key, and a set of School Writing-Books, approyriate’ y ruled.

1. CHirogrAPHIC CHARTS,
IN Two NUMBERS. (Price $5.)
aRY No. L. Embraces Primary Ezercises, and Elommy}’nuplun Writeng.
@mant No. II. Embraces Klementary Principles for Capitals Cc d, and Kl
Prwnetples for Small Letters Combined.

2. Key ro CH1ROGRAPHIC CHARTS;
directions for the position at the desk, and manner of holding the pem~—~—Alse
for the axact forms and proportions of letters, with Rules for their execution. (Prioe
25 cents.)
8. Scuoor WritiNg-Books,
I8 rour NUMBERS. (Price 12} cents each.)

“The undersigned, trustees of the Union District School of the town of Lyous, tlke
this method of expressing their approval of ¢Fulton’s PI'UICI les of Penmanship.
They have seen the system in operation, during the past year, in the school with which
they atre connected, and are fully satisfied of its great superiority over all other systems
heretofore used. The *Chirographic Charts,’ upon which are drawn in large size the
different letters and of the letters of the al})habet, proportioned in accordance
with the rules laid down by the author for the formation of each letter, and which,
when suspended, can be seen from all parts of a school-room of ordinary size, they
regurd us an especial improvement upon, and advantage over, other modes of teaching

F’rmtlum of the Union Schooly Lyons, N.Y.

“Mr, Fulton’s system I deem to be the best I ever saw, and I have no hesitation in
rpcommending it. There is an exactness about Mr. F.’s method of teaching this
which seems to defy the possibility of pupils becoming any thing but accom; ‘Nplhb
proficients.”— Jno. Whitehead, Commissioner of Public Schools for the city of Newark.

“Your tneory and practice of Penmanship, which I have had several op)
to see tested and applied, is, m my opinion, truly philosophical, and y justifies
the high estimate formed of by all to whom it hss been exhibited.”—Rev. O. R.
Howard, A. M., Lats Pmmpul of Fuirfield Academy.

“]t is with pleasure I inform you that your Chirographic Charts are in use in the
Union School of this village, with adinirable success. In my humble opinion, they
must meet with universal approbation.”— W. D. Stuart.

“We bolieve that Mr. n is the first author who has attempted to teach the axt
ip by rule. Heretofore, smitation has been almost the sole principle nsed
the atudent in _acquiring & knowledge of chirography, and as every teaches
, 00 uniform of instruction could be successfully
d into our hool Mr. Fulton has rendered an essential service to
of education, in sr{nlem which does not, at every change o
er, require a variation tho hmd ting of the pupil.”—Rockester Monthly Ed

~

IR
o8

& Easuman’s cnarts are in use in the Union and Select Schools of this vik
also in other sc™ools of this town and county, and with the happiest success.
scholars, charmed with the novelty which the sy and the
wlthwhm:theymuutermprlndplu,ﬂewithmmhwlnlheirmtooud.
oS :owudod byth uiﬂngnmurueld ¢hand’ &nd nea(l mechanical eurculm-

same time, the teacher eved from the oxing practice of rondem
loaching, 80 \miversal in o 2.

e w schools.”—James M, mpﬂ},mw
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A. B. BARNES & COMPANY'S PUBLICATIONS.

Northend’s Elocutionary Workas.

ELOCUTIONARY WORKS,

BY CHARLES NORTHEND,
PRINCIPAL OF THE EFPES SOHOOL, BALEM, MASS.

I. NORTHEND’S LITTLE SPEAKER.
Il. NORTHEND’S AMERICAN SPEAKER.
I1l. NORTHEND’S SCHOOL DIALOGUES.

f. NORTHEND’S LITTLE S8PEAKER.
“Tae LiTrie SPRAKER, AND JUuvENiLE READER.—MTr. Northend is know-n, both aa
@ experienced teacher, and as the author of the ¢ Ameriean Speaker,’ and other edu
oational works. The object of this little work is, to provide the means for eum-lq
nne young pupils in declamation. Mr. Northend justly remarks, that the lo
decﬂ.mntlon and composition are delayed, the more difficult it w: be to
twakan an interest in them. This litfle volume i8 well adapted to its purpose.”—

Vermont Chronicle.

AAnn o

Il. NORTHEND’S AMERICAN SPEAKER.

% AMERICAN Speaxer.—This i3 an admirable book—and as the exercise of declama.
tion, of late, is considered essential to a good and finished education, and is introduced
fto our best schools as an important element, we hope that this volume of well-selected
pieces, compiled with great care by the author from our best writers, will find its wav
nto the hands of every school boy.”—Rarnstable Patriot.

“ AMERICAN SPEAKER, by Charles Northend, Principal of the E; m{)pes School, Salem.—
In this work, Mr. Northend seems perfectly to have accomplished the object he had in
view. The selections are made with perfact taste, and afford an ample variety, to meet
all occasions, Wherever a work of descri] is wanted, this may be safely rec-
ommendod, a8 possessing every desirable bute, It is for sale by all our book- -
sellers,”—Salem (Mass.) Gazette.

“]t is the best compilation of the kind we have ever examined. fhe selections are
of a high character, and an elevated moral fone j8 prominent throughout the work.
?:aes mh di“d?d‘,l t?‘& um}e temdmbemg vy and th O{m. f-"m::

; the second, of thirty-four inf alogues ; e of se
‘We hope this book will soon be extemlvely introduced into our schoois.

e author tmly remarks in the a:efhoe, ¢The advantages of frequent practice im
whng and sg great, that it should receive more prominence in all (wr
schools’ - Salm( lass.) Advertiser.

I1l. NORTHEND’S SCHOOL DIALOGUES.
& The cnaracter of the suthorof thisworkhagumnteo that it is a bookof
practical common sense—one that will take hold of the youthful mind, and
snd inderest it. Acunoryennﬁnnﬁonhnsmnyoonﬂmed us in this favomble opin
lsm. The suthor has selected such dial good and mich s
'Ihwnnhmvmﬂmmthammdofmeyoung — Teacher’s Advocate,

“The selections manifest an intimate knowledge of the wants of the young, & scru-
pulous regard to the sentiments inculcated, and an eye to cnmbined instruction and
smusement. They are preferable to any other books of the same character with whick
w» are acqualnted, from the greater variety of the selections, and from their beimg
omiled to a considerable extent from the works of modern authors. Children tire of ola
threadbare, pieces, however good they may be: and novelty has ever for them peculis
dsrtion.”— Gloucester Times,



A. 8. BARNLNX & COMPANY'S PUBLICAT ONS

-C—lu—mbe rs’ A’ducc tional Course.

CHAMBERS’ EDUCATIONAL COURSE.
THE SCIENTIFIC SECTION,

s A,

\

The Mosmrs. Chambers have employed the first profesors in Scetland in the prepmre
o of these works. They are now affered to the schools of the United Buses, wnde
the American revision of D. M. Razes, M. D, LL. D, latc Supsrintondent of Pudlés
Behools in the city and county of New York.

I CHAMBERS’ TREASURY OF KNOWLEDGE.

1l. CLARK’S ELEMENTS OF DRAWING AND PERSPECTIVE.
\lt. CHAMBERS® ELEMENTS OF NATURAL PHILOSOPHY.
V. REID & BAIN’S CHEMISTRY AND ELECTRICITY.

V. HAMILTON’S VEGETABLE AND ANIMAL PHYSIOLOGY
Vi. CHAMBERS’ ELEMENTS OF ZOOLOGY.
Yil PAGE’S ELEMENTS OF GEOLOGY.

]t is well known that the original ‘g.ub!inhm of thess works (the Messrs. Chambers
of Edinburgh) are able to command the best talent in the laﬂsg:‘-r:ion of their books,
mdl{mt:;hthelrpncﬂeolodeﬂﬂlhﬂﬂlyvﬁh lhe ab) series will not dis-
a nt the reasonable expectations thus axcited. men ‘works
p-edppo by authors in every way capabile of doing justice t:{hdr mpeeﬂ:r, oy
and who hawevidmﬁyb@ov’eduponmmmemm andhborto
them to their purpose. We recommend them to teach with
If not introduced as class-books lnthonehool,thtymnybeuaedbaxoenentadvm
In general exercises, and occasional class exercises, for which every teacher ought

vide himself with an ample store of materials. The volumes may be had separate-
E, and the one nm named, in the hmdnof a teacher of the younger classes, might
an inexh fand of and instruction. 'l‘ogelher, they would
constitute a rich treasure to a family of intelligent children, and impart a thirst for
knowledge.”— Fermont Chrenicle.

« Of all the numerous works of this elass that have been published, there to
that have acquired a more thoroughly deserved and high ‘:ruudon than this series.

The Chambers, of Edinburgh, wall known as tbe lemmtpublhhmd
s vast mumber of works of muc] in the

.N.hh cenesofboon,und theAmerlcan editor has exoniled an unusual d

I t in th ion for the use of schools as well as private families ﬁh

euntry.’ —Pl(lcd. Bulletin,

«The titles farnish a key to the contents, and it is onl; for us to
tme material of each voluze is admirably worked up, p! men’ n;:?ry Kk—
sad with mueh clearness of method lhs sevaral subjects which are mnud”—&

“Wanmhoﬂnewom,mmuﬂybmmmqmnw#)nh,m for the
pose of expressing onr ihanks, as the ‘advocate’ of the educational interests of the
md thelr children, to tho enterprimng publishers of these and many other vab
usble works of the saume characser, the tendency of which ia to diffuse wseful know-
bﬁ- throughout the masses, for tho good w lb? are doing, and the hope tha
awani rany be commensuraw with thnir desorte.”—~ Maine Scheol Advecate.
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A. 8. BAANES & COMFANY'S PUBLICATIONS.
Willard’'s Sehool Historics and Charts.

MRS. EMMA WILLARD'S
SERIES OF SCHOOL HISTORIES AND CHARTS.

L WILLARD’S HISTORY OF THE UNITED STATES, OR REs
PUBLIC OF AMERICA. 8vo. Price §1.50.

ik WILLARD’S SCHOOL HISTORY OF THE UNITED STATE®
63 ols.

. WILLARD’S AMERIOAN CHRONOGRAPHER. 9130,

L. WILLARD’S UNIVERSAL HISTORY IN PERSPECTIVE. $L5
it WILLARD’S TEMPLE OF TIME. Mounted, $135. Bound, 75 ol
Jile. WILLARD’S HISTORIC GUIDE. 0cta
IV. WILLARD’S ENGLISH CHRONOGRAPHER.

WILLARD’S UNITED STATES.

The Hon. Dan. Webster says, of an early edition of the above work, in & hﬁ. 1]
he nut’l’mt, “] KREP IT NEAR ME, AS A BoOK o7 REFEREXCE, ACOCURATE IN FACTS AKE
DaTES

“'l‘n CoMMITTER OK BoOXS or wuE WARD BONOOL ASSOCIATION RESPRCTFULLY

“mmy have examined Mrs. Willard’s History of the United States with peculisr
inderest, and are free to say, that it is in their opinion decidedly the best twreatise on
this interesting subject that they have seen. As a school-book, its nroper place i

The is remarkable for simplicity, ty, and neatnees ;
puthwuldnot:e 10 a betler taste for language than is calculated to im-

“ We consider the work a remarkable one, in that & forms the best book for gemeral
and reference published, and at the same time has no equal, in our opinion, a8
& text-book. On this r point, the profession which ite author has so long followed
with such signal succees, rendered her peculiarly a fitting persn to prepare a texd
hook.”— Bosten Traveller.

!

4 Mus. WisLaRD’s Sonoor HisTery or Tax Umrsp Srarzs.—It is one of thoss
we things, a good school-book ; hﬂnﬂdymthmmormUﬂH Histories
“ for schools, which we have at present.”—Cincinnati Gasetta.

tv-bvmrt WatcAman.



A. 8. BARNES & COMPANY'S PUBLICATIONS.

Zachos’ New American Speaker.

. THF NEW AMERICAN SPEAKER3;
A COLLECTION OF
ORATORICAL AND DRAMATICAL PIECES, SOLILOQUIES, AND DIALOGUES
WITH AN INTRODUCTORY ESSAY ON -'l'nl ELEMENTS OF ELOCUTION.
Designed for the use of Schools, Academies, and Colleges.
BY J. O. LACHOS.
WITH ILLUSTRATIONS OF ORATORICAL AND DRAMATICAL GESTURES
1vol12mo. 8195 '

‘

Professor Zachos wasa induoced to prepare this excellent Manual of Oratory
from the fact, that, among the numerous works of the kind now in use,
none have been found adequate to the wants of students of oratory and
dramatic expression.

The New American Speaker has already been introduced into several of
our first schools. From the many favorable notices of the work, we give
the following, to show

WHAT I8 THOUGHT OF IT.

Ofthsmyboonortheund,we the New American Speaker the best
wo have ever seen. The sel are and i braciug a much
greater variety, and manifesting & beuerjudgmont,thmotherworklo!tllnﬂh
charagter.— Citizen.

‘This is a work which for #ts purpose has no superior. The selections appear to w
tasteful and elegant. They are certainly made from authors of high classical reputation
Copious in matter, tasteful in style, and clearly and handsomely printed, it is a book, we

hend, that will sup de all others in the class and exhibition room, and become
[ mnl hvorne with both teschers and students.— Literary Asoertiser.

Many of these selections [from Shakspeare and British orators], Mr. Zachos has had
the good sense and good taste to retain, and has presented them with others of more
recent date, 80 as to make what we consider cne of the best books of the kind now

before the public.—.4tas.

By far the most complete Manual of Oratory ever published. We eannot qnd i
farms too high of the New American Speaker.—Enguirer.

Mz Zachos, who is well and favorably known here asa teacher of more than ordinare
sequirements and zeal in his profession, has shown taste and judgment, as well as great
eare, in the compilation of his New American Speaker, which contains many entirely
now selections from the best modern writers, English and American, and whish is,
theralore, the bost book of 1hs Aind now in market.— T¥mes.



#@. 8. BARNE3 & OOHPANY'I PUBLIOATIONS.

Beience of the Engluh Zauyusgc

' CLARK’S NEW ENGLISH GRAMMAR.
A Practica) Grammar, in which Worps, ParAszs, and SENTENCES are clasm-
fied, according to their offices, and their relation to each othe-: illusirated
bya eanplete system of Diagrams. By S. W. Cuu, A.'M./ ?riee %0 ota..

%t is a most tal work, and wmhtod,lrvemnnnot.wm reede, even
i our best sch works of much loflier The ..,p:l‘i ts mothod
grew out of the best practice of its author ‘(as he himself assures us ln its preface)
while engaged in communicating the science to an adw/t class; and b snnee-wu
fully commensurate with the happy and philosophic design he has unrolcled. Rakway
Regrster.

“'l'hh new work strikes us vu-y favorably. Its deviations from older books of the
lt.. d are ge;x:':.ﬂy judicious and often important. We wish teachers would examine
4 v

“itis prepunsd ) a new plnn, to meet dilIicllluea whlch the author has encoun-
bered in practical m’u ction. Grammar and the structure of languagemtnughl
throughout by analysis, and in a way which lers their isition easy and
tory. From t.he elight examination, which is all we have been able to give ity we are
convinced it has Wlnu of very decided superiority over.any of the elementary works
in common use. commend it to the attention of all who are engaged in instruo-
tion.”—New York Courier and Enguirer.

“From a thorough examination of your method of teaching the English language,
L am pre| to give it my unqualified approbation. It is a plan nal and beau-
tiful—we) ldlp to the m‘pncnim of learners of every age and stage of advance-
ment.”"—A. R. Si y E: lent of Bristol.

“1 have, nndsr my immediate instruction in English Grammar, a class of more than
ANty Iadies and gentlemen from the Teuchers’ Department, who, huaving studied the
an fn common use, cuncur with me in expmuai&s.a decided preference for

Clark’s New Grammar,” which we have used as a tex since fts publicauon, and
which will be retained as such in this school hereafter.”— Professor Brittan, Principal
of Lyons Union School.

% Clark’s Grammar I have never seen equalled for practicability, which is of the ut
mn“l”mpoﬂlm in all nhod-hooh.”—s. B. Clark, Principal of Scarborewgh Acad
omy, Masne,

“nombmm-mulwmndlm make it ths text-book in
my school.”— William Brickley, Teacker at Canastota, N. ¥,

«-m donl become an
oﬂgh-l to'lgl’lp btless, mwlndkpumblomm-y
nwmypermlol meontenn,wemwmt«l itn'ntelllt.hsdlnd

s brighter age to our mother tongue.”—

“] have examined mworkonﬂnmmn,anddonnhulmto it o=

mwmywork whid I am acq 1 shall it into the Momt
UnionScawlanheﬂnpropuapporwmty P—H. Q. Winslow, 4. M., Princé

val of Mount Morris Union School.

“ Professor Clark’s mwﬂwcmm,mmmwwdhh
in my opini ¢‘the Science of the English Lan-
elnthorhmmdloualy roper], exdndedﬂvmhmbookthebnhw

iugon,nndamb tywhl&noo&n grammar unpleas

by not impracticab! 'l’he inductive plan which he ldupled.-ndofwhhh

y i @ great purposes
mmumxmhmsmnpmmu hncm"—l.#ln.,h
Aov ¢f % Sweol’s Elocution.




DAVIES’
COURSE OF MATHEMATICS.

DAVIES’ FIRST LESSONS IN ARITHMETIC—Far eginners.
DAVIES’ ARITHMETIC —Designed for the use of Academios and

KEY TO DAVIES’ ARITHMETIC.

DAVIES’ UNIVERSITY ARITHMETIC—Embracing the Science
of Numbers, and their numerous applications.

KEY TO DAVIES’ UNIVERSITY ARITHMETIC.

DAVIES’ ELEMENTARY ALGEBRA—Being an Introduction te
the Science, and forming a connecting link between AnrraMeric and
ALGEBRA.

KEY TO DAVIES’ ELEMENTARY ALGEBRA.

DAVIES' ELEMENTARY GEOMETRY.—This work embraces the
elementary principles of Geometry. The reasoning is plain and con-
cise, but at the same time strictly rigorous.

DAVIES' ELEMENTS OF DRAWING AND MENSURATION
—Applied to the Mechanic Arts.

DAVIES’ BOURDON’S ALGEBRA—Including Sturms’ Theorem,—
Being an Abridgment of the work of M. Bourdon, with the addition of
practical examples.

DAVIES’ LEGENDRE'S GEOMETRY anp TRIGONOMETRY.
—Being an Abridgment of the work of M. Legendre, with the addition

of a Treatise on MxNsurATION oF PLANES AND Sovrips, and a Table ot
LocariTaMs and LogariTHMIC SiNEs.

DAVIES’ SURVEYING—With a deecription and plates of the Tugop-,
oLITE, Compass, PLANR-TABLE, and LeveL: also, Maps of the Toro-

ararHICAL SiaNs adopted by the E¥ineer Department—an explana-
tion of the method of surveying the Public Lands, and an Elementary

Treatise on NaviGaTION.

DAVIES’ ANALYTICAL GEOMETRY—Embracing the Equa-
TIoNs OF THE PoINT AND STRAIGHT LiNg—of the Conic SEcTIONs—01
the LINe aND PrLANE IN Space—also, the discussion of the GENERAL
EquarTion of the second degree, and of Surraces of the second order.

DAVIES’ DESCRIPTIVE GEOMETRY,—With its application te
SruericaL PRroJECTIONS.

.DAVIES’ SHADOWS anp LINEAR PER{:PECTIVE.
NAVIES’ DIFFERENTIAL anp INTEGRAL CALCULYB















